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	#1.
	Human Resource Management - Expense and Overtime Claims
	
	
	
	

	
	
	
	
	
	

	
	Expense Claims

A judgemental sample of 10 expense claims processed during the audit scope period was reviewed.  The findings for this sample are as follows.

All 10 expense claims were incorrectly completed:

· 1 expense claim was not appropriately ruled off

· All expense claims did not have totals scored through

On one occasion a claim was made for three months spanning the financial year end.  This is detailed in section 16.5 of the Financial Regulations.

On seven occasions employees are claiming for more than one month on a single claim.  It is stated on the expense claim form that monthly paid employees must claim for one calendar month only.  

Overtime Claims

Only one overtime claim was submitted during the audit scope period.  This claim was incorrectly completed as hours were wrongly totalled on 4 occasions.  Also the Head of Department had not signed the overtime request.  Overtime was claimed for working through the lunch hour on 5 occasions resulting in a breach of working time regulations which state that you must take at least a 20 minute break as it is your entitlement and these breaks are set out to protect your health and safety.


	Expense Claims

1. Authorised signatories should ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details after authorisation.  Failure to do so will result in formal withdrawal of authorisation rights.

2. All claims relating to a given financial year should be submitted within one month of the 31 March.

3. Expense claims should be submitted monthly. 

Overtime Claims

1. Totals should be checked prior to authorisation.

2. Overtime requests should be authorised by both the Authorising Officer and the Head of Department prior to the overtime being worked.

3. Employees should take at least a 20 minute break to ensure working time regulations are being met.


	HR Manager
	
	

	
	
	
	
	
	

	# 2.
	Human Resources Administration – Childcare Vouchers.
	
	
	
	

	
	
	
	
	
	

	
	Currently the cost of the vouchers and the related administration is debited to ledger code XXX39001360.  The original intention was that the administration costs would be charged to the cost centres that have an NI saving as a result of the scheme but the accounting entries for this have not taken place.

The Staff Welfare Officer has sole responsibility for administering the scheme and there is no back-up system in place to cover her absences.  There is also no procedure document in place although there is a flowchart from Sodexho that details the timescales that must be adhered to. 


	1. A system should be implemented whereby the administration costs of the scheme are recharged to departments/services on a regular basis.

2. Another member of staff should be trained in all aspects of this area in order to provide cover for periods when the Staff Welfare Officer is on leave/unavailable.

3. A Procedure Document should be written to cover all aspects of the work in this area.


	HR Manager
	
	

	
	
	
	
	
	

	# 3.
	Human Resource Management – Holiday Entitlement and TOIL
	
	
	
	

	
	
	
	
	
	

	
	From a judgemental sample of ten members of Human Resource staff the following results were gathered:

Time off in lieu

· In three cases staff members had not had ‘Personnel Monthly Working Record’ sheets authorised.

· In three cases staff members had claimed TOIL where no records could be found.

· In three cases TOIL records had been inaccurately completed due to incorrect calculations. 

· In two cases the required three-hour weekly deduction was not being observed.

· One staff member is working on a flexitime basis and claiming hours as TOIL.

Each employee has an annual leave sheet, which is also used to record compassionate leave and time off in lieu.  On occasion it is possible for more than one type of absence to be recorded on the same row with only one authorised signature covering each event.  In addition, no date is inserted to reflect when leave was authorised.


	1. The Council’s pre-authorisation procedures for working overtime and            accumulating TOIL with appropriate documentation should be adhered to.

2. A central record should be kept of TOIL accumulated, taken and balances due taking account of the weekly 3 hour reduction.  Appropriate authorisation should be evidenced at each stage.
3. Ensure that leave cards are completed in a manner that would prevent any subsequent amendment of annual leave/TOIL details.

	HR Manager
	
	

	
	
	
	
	
	

	# 4.
	Miscellaneous - Travel
	
	
	
	

	
	
	
	
	
	

	
	Travel requests for Human Resources are authorised by the Head of Service and forwarded to the Town Hall for booking.  They are sometimes then further authorised by the Chief Executive.
A random sample of five travel requests was examined with the following results:

· On three occasions travel was booked less than 14 days prior to travel

· On one occasion there was a delay of 12 days between the request to travel and the authorisation

· On four occasions there was a delay between authorisation and booking

· On one occasion travel was journalled from the Executive Office code to the Human Resources training type code (1600) rather than the travel code (1470)


	A procedure should be implemented to ensure that requests to travel are authorised and booked timeously.


	HR Manager
	
	

	
	
	
	
	
	

	# 5.
	Financial Management - Purchase Orders
	
	
	
	

	
	
	
	
	
	

	
	A judgemental sample of 12 invoices was selected from a transaction download pulled from Integra.  The findings for this sample are as follows:

· A purchase order was not produced on 6 occasions

· 1 purchase order was not priced

· 1 payment was charged to the incorrect budget code

· Goods received was not done on 2 occasions

· 1 invoice was not prepared timeously

· Manual orders were being used on 5 occasions

One of the transactions selected was for items purchased using a personal credit card and then reimbursed through petty cash. This bypasses the purchase ordering procedure.


	Purchase Order Procedures and Financial Regulations must be adhered to by ensuring the following:

1. Purchase Orders should always be completed where appropriate

2. A virement should be done if there is no budget available in the appropriate type code

3. Goods received must always be independently evidenced prior to processing payment

4. Invoices should be processed within the required timescale, which is usually thirty days

5. The Integra purchase order system should be used instead of manual orders


	HR Manager
	
	

	
	
	
	
	
	

	# 6.
	Human Resources Administration – Policies and documentation
	
	
	
	

	
	
	
	
	
	

	
	A random sample of ten policies was selected with the following results:

· One policy, operational from 2007, does not have a review date

· Two policies, dating from 2002, require to have review dates confirmed

· Two policies have not been reviewed timeously, one of them having been deferred until implementation of Single Status

· Two policies are in draft format and are being reviewed by senior management

· One policy will be affected by Single Status and will be dealt with by the Head of Organisational Development


	A timetable should be implemented of the policies that require to be reviewed and/or updated.


	HR Manager
	
	

	
	
	
	
	
	

	# 7.
	Human Resources Administration – Training and Development Policy
	
	
	
	

	
	
	
	
	
	

	
	The Training and Development Policy was presented to Council on 14 December 2005 and should have superseded the previous document Strategic Training and Management Development Policy that had been operational from February 1998. 

The new policy was passed by Council (Minute Reference 201/05 refers) but the Human Resources (HR) Manager stated that it has proved to be unworkable in respect of one item, para 9.2, which is seen as discriminatory towards part-time and shift-working employees.  The old 1998 policy is still the one that is advertised on the HR website.  

This issue was highlighted during an investigation in 2006 and it was reported to HR in September 2006 with a recommendation that HR “must implement the approved December 2005 Training and Development Policy with immediate effect or report back to Council as appropriate”.


	The policy should be re-drafted in respect of the contentious item and presented to Council during the next  meeting cycle.


	HR Manager
	
	

	
	
	
	
	
	

	# 8.
	Human Resources Administration – Establishment numbers
	
	
	
	

	
	
	
	
	
	

	
	As no independent list of approved establishment figures exists outwith the CHRIS system, there can be no comparison between actual and approved figures.

Accordingly, the system whereby changes are made to posts was tested to ensure that controls are in place and are adhered to.

Human Resources (HR) are responsible for creating all new posts on CHRIS and this is done by three members of staff in rotation.  If a new post is increasing the establishment, then approval for this should come from a committee minute.  The Chief Executive has delegated authority to create new posts as long as neither the establishment nor the budget is increasing.  New posts are also created through departmental restructuring and for various reasons such as when job-share partners have different leave entitlements or when school-based employees gain five years’ service.

A list was obtained from HR showing all the posts created in the audit scope period.  Nearly half of these referred to posts that were created after the deletion of a previous post and as it was stated that HR try to be diligent in ensuring that a post is deleted before a replacement post is created, these were all examined on CHRIS.  It was found that out of the 85 cases, there were four posts that should have been deleted.  Three of these have now been deleted and the remaining one is being actioned.
A sample of 20 new posts from the list provided by HR was further examined to ensure that there was adequate authorisation in place, with the following results:  

· One of the minute references (113/03) derives from a general report on the development of Sea View and Newcraigielea. The fact that these posts require committee approval suggests that they are additions to the establishment but the content of the report suggests that the posts will be created through a transfer of budget.  In this case, it is not clear if any posts have been deleted prior to this
· When a new post is created that requires committee approval, the relevant form asks merely for the minute reference number.  It would appear that, due to time constraints, these references are not verified and a copy of the reference or the relevant report giving details of the posts is not attached.  This applies to meetings of Council Committees, EMT and the Shetland College Board of Management
· It was noted from looking at e-mail correspondence that the staff in HR often have to go back repeatedly to departments in order to ascertain that appropriate authorisation is in place for new posts and they are often under pressure to create posts within a tight timescale


	1. There should be sufficient controls in place to ensure that all changes to establishment are appropriately authorised.

2. All forms for the creation of new posts that require committee approval should be accompanied by an adequately detailed report, with the relevant area highlighted, and the minute reference. 

3. HR must ensure that they continue to follow the procedure whereby they delete old posts prior to the creation of a new one, where the change is for “departmental” reasons.

4. Departments should be reminded that they have a responsibility to ensure that full documentation and authorisation for post amendments is submitted to HR timeously.


	HR Manager
	
	

	
	
	
	
	
	

	#9
	Contract Management – Contracts and Contract Conditions
	
	
	
	

	
	
	
	
	
	


	Recruitment Advertising

Fraser Green provides a recruitment advertising service for the Council.  There is no contract in place and the HR Manager stated that all monies paid to them are used to buy advertising and that the company derives its commission from the media rather than from the Council.  

The Contract Compliance Manager, however, stated that if we are making payments to them, then we effectively have a contract with them, regardless of the fact that the monies are subsequently used to buy advertising space.  He thinks that it is in the nature of a contractor/sub-contractor relationship.

The lack of a contract with Fraser Green was the subject of an audit comment in the previous audit of Personnel in 2002/03.  It was recommended that advice should be sought from Legal & Administrative Services to ensure compliance with standing orders and determine an appropriate course of action.  During the follow-up, it was stated that “discussions with Contract Compliance and Legal have been undertaken.  A tendering process is required but has not yet been undertaken.”


	1. A tendering process for recruitment advertising must be undertaken with immediate effect.

2. The position regarding the contract with the NHS for provision of Occupational Health services should be formalised/retendered with immediate effect.  Advice should be sought from Contract Compliance as to what course of action should be followed.


	HR Manager
	
	
	

	
	
	
	
	
	

	#10
	Human Resource Management - Recruitment
	
	
	
	

	
	
	
	
	
	

	
	There were four recruitment processes undertaken by Human Resources during the audit scope period.  From this process five permanent and three temporary staff members were recruited as follows:

· Trainee Personnel Officer (3 posts), new title Trainee HR Advisor

· Temp HR Advisor (1 post)

· HR Administrator (1 permanent and 1 temp post)

· Clerical Assistant (1 permanent and 1 temp post)

All required criteria were met with the exception of the following:

· Interview selection process for two posts was not sufficiently clear.   It was stated that different weightings were applied to the various essential and desirable criteria but this was not documented, and the results were therefore not transparent.

· Documentation of relevant qualifications could not be verified for two employees.


	1. There should be documentation retained on the weightings being attached to the various criteria and the resultant scoring.

2. There should be documentation to show that evidence of qualifications has been seen and checked. 


	HR Manager
	
	


Final Report Action Plan - HR
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