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ACTION PLAN
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	Comment
	Recommendation
	Responsible

Officer
	Agreed Action
	Proposed

Timescale

	
	
	
	
	
	

	#1.
	Conservation – KIMO recharges
	
	
	
	

	
	
	
	
	
	

	
	1. A review of recharging over the past six years shows that the recharge of Administration / Officer time has remained the same over that time i.e. £11,350 to KIMO International and £5,675 to KIMO UK.  

2. There was no evidence of how the above figures were calculated or what they were based on. A sales invoice request being raised for the same amount annually.  

3. Sales invoice requests are being created by the Clerical Assistant and passed for processing without review or authorisation by any member of Conservation.    
	1.  KIMO charges should be reviewed and thereafter revisited on an annual basis.

2. All sales invoice requests produced for recharges should be appropriately reviewed and authorised prior to processing.


	Conservation Manager
	
	

	
	
	
	
	
	

	# 2.
	Conservation – Recruitment
	
	
	
	

	
	
	
	
	
	

	
	IPC006 – closing date 10/12/04
1. The interview assessment form used was not appropriate.  Discussions with a Personnel Officer highlighted the need for interview assessment forms to be based on the Person Specification for the post.  

2. Two of the application forms submitted and considered for the post had not been signed.

3. No letter to the unsuccessful candidate was evidenced.


	1. Ensure all elements of the Council’s Recruitment and Selection Policy and Procedures are observed.

2. Discuss requirements for interview assessment forms with Personnel and ensure these are implemented for all recruitment activities. Any variation should be agreed and approved by Personnel prior to being used.


	Administration Manager /

Conservation Manager
	
	

	
	
	
	
	
	

	# 3.
	Conservation General
	
	
	
	

	
	
	
	
	
	

	
	From a review of four of the six desktops used by Conservation Staff we found the following:  

1. Two were not password protected

2. One screen saver activated after ten minutes
	Ensure screen savers are utilised in line with the Electronic Communication Policy.

	Conservation Manager
	
	

	
	
	
	
	
	

	# 4.
	Conservation – Budget Management
	
	
	
	

	
	
	
	
	
	

	
	The previous and current years budget and expenditure were reviewed.   Discussions with the Conservation Manager highlighted the fact that even though he is designated budget responsible officer he has no systematic opportunity for input into the budget setting exercise and stated that he had no control over some individual costs.  It was further stated that new cost centres have been added without guidance being provided to the Conservation Manager as to the purpose of these budgets.   

In addition, a grant was awarded against capital budgets (GRY90102406 - £245,000) to the Shetland Amenity Trust for Architectural Heritage funding without the designated BRO having any knowledge of the budget being allocated or the grant awarded.

Monthly budget reports are provided by the Administration Manager and action has been taken on a number of issues highlighted.

	1. BROs must take responsibility for ensuring that budgets are appropriately prepared, managed, controlled and appropriate monitoring is in place.

2. An appropriate level of guidance and training should be sought and provided to ensure the BROs can fulfil their responsibility.

3.
A review should be undertaken to ensure the appropriateness of the BRO associated with cost centres.

	Conservation Manager /

Head of Service Planning /

Chief Accountant Finance
	
	

	
	
	
	
	
	

	# 5.
	Human Resource Management - Expenses Claims
	
	
	
	

	
	
	
	
	
	

	
	Forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved.
	Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.
	Conservation Manager
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