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Shetland


Islands Council

 FILLIN "Committee, Place, and Date and Time..." \* MERGEFORMAT 
INTERNAL AUDIT REPORT  - 
Confidential

To:

Sport & Leisure Services Manager

cc:
Executive Director - Community Services


Head of Community Development


Head of Finance

Chief Executive

From:
Service Manager - Internal Audit

COMMUNITY SERVICES - COMMUNITY DEVELOPMENT - SPORT & RECREATION

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

1.2 The main policy relevant to Sport & Recreation is the Shetland Sports and Recreation Strategy which was approved in April 2003.

1.3 The current Sport & Recreation establishment is:

	Post
	No.

	Sport & Leisure Services Manager
	1

	Sport Development Officer
	1

	Leisure Facilities Officer
	1

	Grants Officer
	1

	
	4

	
	


In addition to the current four members of office based staff there are two teachers seconded full time and two part time (fixed term) to the section as Schools Sports Co-ordinators, eight Ground Maintenance staff, (based at various locations) and two part time members of staff working at the Fetlar Camp Site.

1.4 Sport & Recreation is responsible for the delivery of a sport and leisure service to the Council and the people of Shetland.  This includes:

· Sport Development by promoting leisure and sporting activities and facilities within Shetland.

· Facilities Management of the Jubilee Flower Park, the Knab Golf Course, play areas, multicourts, and playing fields 

· Grant Assistance by developing, co-ordinating and promoting

       and 

· The School Sports co-ordinator programme and Active Primary School Programme.

1.5   The main software utilised at present are:

	Package
	Description

	NPFA PLAYSAFE
	Records and holds an inventory of all play area facilities and equipment, records due dates for all inspections, when they were carried out and any remedial action required and taken.

	Shetland Community Directory


  Internet


	Designed to provide a common link to all the public services, voluntary organisations and community groups in Shetland.  This Internet site was developed by ICT.  The site is maintained by the Grants Officer in conjunction with ICT.

	Microsoft
	Access, Excel & Word

	FMS
	Integra


1.6
The Sport and Recreation Section are responsible for the management of revenue budgets with a turnover in excess of  £630,000.  An analysis of the budgets for 2003/04 is presented below:

	Shetland Islands Council Revenue Budgets 2003 / 2004

	Sport Development
	179,771

	Grant Aid Schemes
	216,902

	Leisure Facilities
	235,900

	
	£632,573


2.   Audit Scope
2.1 This is an audit of Community Development – Sport & Recreation.

2.3 
The audit scope period is nine months to 30 April 2003.  

2.2 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 and expense claims, training, register of interests and terminations, transfers and promotions; Financial Management incorporating purchase orders, invoices, journals, budget monitoring, virements, income and sales invoices; Grants Administration, maintenance inspection and management of facilities and properties, inventories and grant claims, statistical returns and Performance Indicators.

3. Audit Issues

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

3.1 
NPFA PLAYSAFE should be transferred to the O drive and access should be controlled.  The system should be utilised to its full potential.

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

3.3
Purchase orders have to be issued in accordance with the Financial Regulations and goods received should be validated.

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

3.5 Expense claims must be completed appropriately.

3.6 Overtime requests are required be completed in accordance with policy.

4. Other Observations

4.1 
Inventories should be updated promptly to ensure insurance cover.  The St Sunniva Street store should be organised.

4.2 A new system of maintenance regarding the inspections and maintenance of play areas, (‘Man in a Van’) was introduced in June 2003.  This area will be examined during the Follow Up Audit.

4.3
The use of a till at the Jubilee Flower Park will be assessed during the Follow Up Audit.

4.4
We would like to take this opportunity to thank all the staff from Sport & Recreation 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.
4.5
This audit will be followed up in approximately twelve (12) months time where areas of concern identified will be reviewed.

5. Auditee Response

5.1 A written response is required to the Head of Community Development, with copies to all recipients of this report by 15th August 2003

5.2
Attached as Appendix 2 is an action plan that is requires to be completed and returned to Internal Audit.

Date: 18th July 2003
                                          Report No:  S&R 18/07/03
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