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

To:
Administrative Services Manager

cc:
Head of Legal and Administrative Services


Head of Finance 


Chief Executive



From:
Service Manager - Internal Audit 

LEGAL & ADMINISTRATIVE SERVICES – ADMINISTRATIVE SERVICES
1.
Auditee and Background
1.1 
The auditee is the Administrative Services Manager who reports directly to the Head of Legal and Administrative Services.

1.2 
The Administrative Services Section is responsible for establishing and maintaining administrative policy and procedures. In addition the section ensures the effective service provision and implementation of legislation in the following areas: Committee Services, Data Protection, Freedom of Information, Records Management, Electoral Administration, Children’s Panel and Registrar Services.

1.3 The activities of the Administrative Services Section are governed by the following legislation:

· Local Government (Scotland) Act 1973

· Local Government (Access to Information) Act 1985

· Local Government etc (Scotland) Act 1994

· Local Government in Scotland Act 2003

· Data Protection Act 1998

· Freedom of Information (Scotland) Act 2002

· Scottish Local Government Elections Order 2007

· Scottish Parliament (Elections etc) Order 2007

· Parliamentary Election Rules

· European Parliamentary Election Regulations

· Political Parties, Elections and Referendums Act 2000

· Local Governance (Scotland) Act 2004

· Scottish Parliamentary Elections (Returning Officers’ Charges) 
Order 2007

· Local Electoral Administration and Registration Services (Scotland) 
Act 2006

· Registration of Births, Deaths and Marriages (Scotland) Act 1965

· Marriage (Scotland) Act 2002

· Nationality, Immigration and Asylum Act 2002

· Civil Partnership Act 2004

1.4 The Administrative Services budgets for 2006/07 and 2007/08 are detailed as follows:

	
	
	

	
	2006/2007
	2007/2008

	Support Ledger
	£
	£

	Income
	-15,000
	-15,000

	Employee Costs
	178,767
	192,399

	Operating Costs
	16,756
	16,111

	Recharges In
	117,285
	111,507

	Recharges Out
	-297,808
	-305,017

	
	0
	0


	
	2006/2007
	2007/2008

	General Ledger
	£
	£

	Income
	-18,000
	-48,200

	Employee Costs
	66,124
	67,407

	Operating Costs
	75,032
	101,637

	Recharges In
	54,417
	137,295

	
	£177,573
	£258,139


1.5 The Administrative Services Section has the following staff:

	Post
	FT
	PT
	Total

	Administrative Services Manager
	1
	
	1

	Committee Officers
	2
	1
	3

	Committee Assistant (on maternity leave)
	1
	
	1

	Chief Registrar
	1
	
	1

	Depute Registrar
	1
	
	1

	Graduate Placement
	1
	
	1

	Total
	
	
	8



In addition there are 21 District Registrars providing a localised registration 
service.

1.6 The software utilised within Administrative Services is:

	Function
	Description

	Microsoft Office
	Excel, Word, Access & Outlook

	Financial Management System
	Integra

	Registration Services
	Forward Electronic Register (FER)

	Freedom of Information requests
	In-house database system

	Agenda Management
	CoInS

	Agenda Management (old system)
	Folio views


2.
Audit Scope
2.1 This is an audit of Administrative Services, comprising Committee and Registration Services.

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, application of value for money and timely submission of the Service Plan; Human Resource Management including staffing arrangements; overtime and expense claims, staff terminations and transfers, staff training, register of interests, holiday entitlements, absence management and security of personnel records; Financial Management including purchase orders, budget monitoring, journals, virements, invoices, petty cash and income; Committee Services including agenda management and minute taking; Children’s Panel allowances and expenses; election arrangements and related expenses; Lerwick Burial Ground records and miscellaneous  items including records management, information requests, data protection and travel.

2.3
The audit scope period within which audit tests were performed was the nine months to 31 May 2007.

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

3.
Audit Issues
3.1 The timescales required by the Freedom of Information (Scotland) Act 2002 are not always met.

3.2 The minutes of some Council and Committee meetings were not always being signed.

3.3 The Retention and Destruction Schedule is not being adhered to in Registration Services, in contravention of Data Protection legislation.

3.4 Purchase Order Procedures and related Financial Regulations are not being consistently adhered to.
3.5 Effective monitoring of absence management is not being carried out.

3.6 Salary documentation should be completed accurately/timeously and the deadlines required by Payroll should be met.

3.7 Some expenses claims were not appropriately ruled off.

4.
Other Observations
4.1
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.
4.2
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

5
Auditee Response
5.1
A written response is required, to the Head of Legal and Administrative Services, with copies to all recipients of this report by 27 September 2007.


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

Date:
30 August 2007

Report No: IAR300807
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