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COMMUNITY SERVICES - COMMUNITY DEVELOPMENT – COMMUNITY LEARNING & DEVELOPMENT

1.
Auditee and Background
1.1 The Auditee is the Community Learning & Development Manager who has a line reporting responsibility to the Head of Community Development.

1.2 
The main legislation relevant to Community Learning & Development is derived from the Scottish Office Circular 4/99. This circular required each local authority in consultation with other relevant partners to produce a Community Learning Strategy.  New guidance for Community Learning & Development strategies was produced early in 2003. The Council approved a Strategy in March 2000.  This is due for review in 2003.

1.3 The current Community Learning & Development establishment (excluding Adult Literacy which was subject to audit in 2002/03) is:

	Post
	No.

	Community Learning & Development Manager
	1

	Youth Development Officer
	1

	Community Learning & Development Officers
	6

	P/T Clerical Assistants
	4

	P/T Youth Development workers 
	9

	P/T Youth Workers
	70



The Community Learning & Development Officers and part time Clerical Assistants are located in the five Community Offices.  The Youth Workers are based throughout Shetland.  

In addition, seasonal / relief staff, and play scheme workers may be employed on short term contracts where budgets / funding allows.  Vocational and non-vocational adult class (formerly evening class) tutors are employed on demand led basis and payment is made to these individuals as lump sums.

1.4
Community Education service to the Council and the people of Shetland. This includes:

· Facilitating the social inclusion of young people in public and community life in Shetland

· Supporting organisations in the community to develop various initiatives

· Developing a Community Learning Strategy & Plans for Shetland

· Provision of minibus hire to the community

· Promoting partnership working across the Council, outside organisations and the voluntary sector and

· Developing, co-ordinating and promoting Grant Assistance.

1.5    The main software packages utilised at present are:

	Package
	Description

	Microsoft
	Access, Excel & Word

	FMS
	Integra


1.6
The Community Learning & Development Section are responsible for the management of revenue budgets with a turnover in excess of  £1m.  An analysis of the budgets for 2003/04 is presented below:

	SIC Revenue Budgets -  2003 / 2004
	£

	School Centre - Firth
	16,414

	Area Community Work
	406,760

	Play Schemes
	31,327

	Youth Workers
	265,216

	Community Transport
	18,577

	Duke of Edinburgh Award
	4,876

	Youth Development
	7,335

	Adult Classes
	56,647

	Grant Aid Schemes 
	202,398

	
	£1,009,550


2.
Audit Scope
2.1 This is an audit of Community Development – Community Learning & Development. (excluding Adult Literacy)

2.2 
The audit scope period is nine months to 30 April 2003.  

2.3
The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy, system access controls and their alignment with job responsibilities and segregation of duties, access to end-user systems and back-up routines; Human Resource Management including staffing arrangements, screening, overtime & expense claims, training, register of interests and terminations, transfers and promotions; Financial Management incorporating purchase orders, invoices, journals, budget monitoring, virements, income petty cash and sales invoices; Grants Administration; Community Transportation; Inventories; Adult Classes; Grant Claims and  Statistical Returns and Performance Indicators.

3. Audit Issues

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

3.1
All grant aid schemes must be administered in accordance with the Financial Regulations.

3.2 There should be segregation of duties regarding the signing of grant offer letters and the preparation of cheque requisitions.

3.3 Petty cash floats are being inappropriately and inconsistently administered in some areas.

3.4 Access rights to Integra and CHRIS require to be amended to ensure password change and deletion of former access capabilities.

.

3.5
Forms are required to be appropriately authorised prior to information being input on to CHRIS.  Systems should be put in place to ensure that information regarding recruitment, termination etc is provided to the Staffing section punctually.

3.6 The Employees Register of Interests should be reviewed and thereafter be kept up to date.

3.7 Expense forms require to be adequately completed.

3.8 Overtime must be subject to prior authorisation.

4. Key Observation

4.1
As part of the audit it was intended to review controls surrounding Adult Classes. It became apparent after discussion with the Service Manager that this area requires urgent review. A brief analysis revealed a number of classes in 2002/03 were run below minimum numbers required by Council policy. We were also advised it would not be possible to readily identify and verify income sources from some classes. 


Internal Audit acknowledge, the Community Learning & Development Manager, has recognised the requirement for such a review and has undertaken some initial consultation. 


This review, as a minimum, will require to address the following issues:

· Development of Adult Classes to complement the Community Learning Strategy

· Quality control procedures over classes offered / standards of 
tuition / training for tutors

· Clear guidelines as to when a class is sustainable

· Need or otherwise for vocational and / or non vocational classes 
to cover costs or justify subsidy

· Potential for partnership working with Shetland College

· Adequate procedure for administration / potential rationalising of administration costs

· Control / Accountability over income 

· Tutor time recording / student attendance

· Comparisons with similar authorities

· Additional costs involved. e.g. janitor overtime


We anticipate the review intended will address such matters. Such a review will require sufficient resourcing to ensure all relevant matters are adequately addressed.


Internal Audit acknowledges that the provision of Adult Classes goes beyond matters of control.  However, it would appear that at present “Best Value” is not being achieved. It is intended this area will be subject to review in the follow up audit to ensure Council Policy is being followed, income / budgets are being adequately controlled and a thorough review has been undertaken.

5.
Other Observations

5.1 
Internal Audit have suggested that a system is set up to ensure regular collection of cash from the Community Offices.  This area will be tested during the follow up audit.

5.2
We would like to take this opportunity to thank all staff for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment. The positive attitude shown by staff was much appreciated during the audit.
5.3
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 Community Development, with copies to all recipients of this report by 15th August 2003.

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

Date: 18th July 2003                                                         Report No:  IA18/07/03
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