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	Human Resources Management – Annual Leave
	
	
	
	

	#1

#1 

(cont)


	1.
2004
On 31 occasions the appropriate authorised e-mail was not evidenced totalling 78 unauthorised annual leave days.

On four occasions the carried forward entitlement from 2003 to 2004 was in excess of five days with no apparent authorisation.  It was explained that two of these were down to maternity leave and hospital treatment.

2005 (January only)

On 10 occasions the appropriate authorised e-mail was not evidenced totalling 14.5 unauthorised annual leave days.

On six occasions the carried forward entitlement from 2004 to 2005 is in excess of five days with no apparent authorisation.  Again it has been explained that one of these occasions is due to long term sickness and one other due to pressure of work. (FES return – unable to take the annual leave required).

2.
General

The Principal’s entitlement was understated by two days in 2005 but appeared to be overstated by one day in 2004.  The 2005 record has been amended but the 2004 overstatement has not been explained.

One employee informed Internal Audit that she had requested annual leave on the 24/12/04, 29/12/04 –  31/12/04 – four days.  This has not appeared on her annual leave card and therefore distorted the carry forward days.

The Administrative Assistant who monitors and updates the annual leave files does not have her own arrangements counter signed.

With regard to the Senior Technician, all but one e-mail for 2004 and 2005 was from the Senior Technician himself and no other authorisation was apparent. (Included in statistics in 1 above.)

The updated procedure does not put in place an adequate authorisation process with regard to the Janitor – there is no evidence of authorisation on file for any of his annual leave.

It would appear that the current system over holiday periods is too relaxed with no pre-authorisation.  


	The College should revert back to the tried and tested method used throughout the Council.  Annual leave cards must be signed by the appropriate line management prior to annual leave being taken.


	Director &

Administration  Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Human Resource Management - Register of Interests
	
	
	
	

	# 2
	All Register of Employees Interest forms were reviewed.  

From 80 employees recorded on CHRIS, 65 had not completed a Register of Employees’ Interest form. None of the completed forms have been authorised. 


	The Register of Interests should be brought up to date in accordance with Council Policy and in the standard format available on the Council’s INTRANET.

All Register of Interest forms must be appropriately authorised.

Induction lists completed by new employees of Shetland College should include completion of the relevant Register of Interest form.

A reminder should be set to ensure Register of Interest forms are brought up to date on an annual basis in line with guidance from Personnel.


	Administration Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Human Resources Management – Absence Management
	
	
	
	

	# 3
	After discussions with the Administration Manager it was noted that no record or system exists to ensure that back to work interviews are undertaken in line with current policy.  

An analysis of the sickness forms within the audit scope shows that at least four back to work interviews should have been carried out.    These figures do not include long term sickness that has been / is being dealt with by Occupational Health.  It was stated by the Principal that a process has been carried out but no record has been made.

Over the Christmas and New Year period one employee was absent from work.  Eight days were covered by annual leave. There is a sickness record for two days but another two days are not accounted for either in sickness, compassionate or annual leave.


	The Absence Management Policy should be adhered to.


	Director
	
	

	
	General - Screen savers 
	
	 
	
	

	# 4
	From a listing of the College desktop PC users and their compliance with the Electronic Communications Policy. 

In three cases screen savers had not been set up. In one case screen saver is set to activates after 15 minutes and in one case password protection has not been set up.


	Ensure screen savers are utilised in line with the Electronic Communication Policy.


	Administration Manager
	
	

	
	
	
	
	
	

	
	Human Resource Management – Overtime & TOIL
	
	
	
	

	# 5
	1.
 ‘Overtime request and advanced authorisation’ forms are not completed and therefore the purpose of the overtime was not evident.  

2.
The system for approving and recording Time Off in Lieu (TOIL) is inadequate. Currently employees keep a record of their accumulated time which is signed by the Principal retrospectively.  

It was stated by the Principal that all overtime and TOIL is approved informally in advance.


	1. The Councils pre-authorisation procedures for working overtime and accumulating TOIL with appropriate documentation should be introduced.

2. A central record should be kept of TOIL accumulated, taken and balances due.  Appropriate authorisation should be evidenced at each stage.


	Director

Administration Manager


	
	

	
	
	
	
	
	

	
	Human Resource Management -  Recruitment
	
	
	
	

	# 6
	1. Information was only available for four posts as recruitment files are destroyed after six months.

2. In six cases application forms were not appropriately signed.

3. On one occasion the post was not filled and there was no evidence in the short listing process to back up why.

4. On one occasion interview assessment forms were completed but not signed.

5. In two situations references were not evidenced.
6. In three cases proof of qualifications was not evident.


	1.
Documentation should be retained as required by the Retention and Destruction Schedule.

2. Recruitment procedures should be followed in line with the SIC Recruitment and Selection policy.


	Administration Manager
	
	

	
	
	
	
	
	

	
	Human Resource Management –  Disclosure Scotland
	
	
	
	

	# 7
	1. Offers of employment that have been evidenced are not conditional on cleared disclosure.

2. The Disclosure Scotland database was cross referenced to the CHRIS record of current employees.  From 80 employees reviewed

· 10 Appropriately cleared before start date

· 21
Disclosure cleared after start date

· 22 Disclosures required and forms issued  but employees refuse to return application

· 20 
Names not on the database

· 7
Application submitted since audit began
It was stated that the employees that have not returned the application forms to the Administrator will not do so because of confidentiality  issues.
	Disclosure Certification should be immediately sought for all employees with a decision taken as to whether these individuals can continue working while this is done. 


	Director

Administration Manager


	
	

	
	
	
	
	
	

	
	Human Resource Management –  Staffing Arrangements
	
	
	
	

	# 8
	1. Two APT&C staff and six Lecture staff are prominently publicised within the College as First Aiders.  One first aid certificate had expired.  These employees are not receiving the annual allowance of £297 per annum as per SJC/12 Conditions of Service.  

2. Lecturers condtions of service does not cover first aid allowances.
	1.
The requirements for First Aiders under health and safety legislation, applicable to the College, should be established.  

2.
Ensure that employees that are required to hold a certificate in first aid hold current certificates and receive  payment where appropriate. 

Guidance should be sought from Personnel.
	Administration Manager


	
	

	
	Financial Management  –  Income  
	
	
	
	

	# 9
	Textiles and Hospitality income is mainly derived from class fees.  Receipts were evidenced and reconciled to a sample of banking reports.  The Banking Report for 9th February 2005 totalled £2,350.  The receipts for this income were produced in November.  A further test revealed that receipts of over £1,000 were received in September but were only banked in November 2004.


	All income should be banked timeously.


	Administration Manager


	
	

	
	College Administration  –  Inventories  
	
	
	
	

	# 10
	Inventory

1.
During physical check to inventory it was discovered that most of the new canteen equipment was not on the inventory.  The Canteen Manager stated that she has never been asked to update the inventory.

2. In one case an item has been physically located but the serial number differs from the inventory and in seven other cases the serial numbers were available on the equipment but not recorded on the inventory.

3. With the exception of Hospitality, the inventory does not detail the relevant location / department that equipment can be found.

Disposals

1. The Assistant Principal stated that small items such as computers and printers are advertised on the Students Notice Board at a minimum price.  The items are sold on a first come, first served basis.  There are no closed bids.  Equipment has been sold to both students and staff.

2. The ICT Unit Manager has indicated that provided the appropriate authority was sought he agrees that selling computer equipment to students only is acceptable.

3. The most recent income recorded for computer equipment did not have appropriate back up for example there were no receipts produced to confirm who had paid the cash and therefore how much was paid cannot be verified.  


	1. Each department should be required to update the inventory on an annual basis.

2.
The inventory should detail the department or location  of equipment.

3.
In the absence of any other agreement, the College should adhere to the rules on disposal of equipment as per the Financial Regulations.  The College should liase with the ICT Manager with regard to appropriate authority and procedures.

4.
Receipts for monies received on disposal of equipment should be issued and a record maintained.


	Administration Manager


	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Financial Management  –  Purchase Orders
	
	
	
	

	# 11
	Manual purchase order books are located at the Hospitality Unit, the Blyde Haven Nursery and the College. The College order books are kept in a box under a desk.  The purchase order books located at Hospitality and Blyde Haven Nursery were securely held in locked cabinets.

For a judgemental sample of thirty payments for the College ledger codes from the INTEGRA system:

· In three cases there appears to be a service provided but no appropriate agreement outlining the basis of the service.  This service totalled over £10k in 2003/04.

· In five cases there was no purchase order completed.

· In six instances there was no evidence of goods received.

· One book had blank pre-authorised purchase orders.


	1.
Contracts / Agreements with service providers should be documented.

2. Purchase Order books should be held securely.

3. Purchase Orders should always be completed where appropriate.

4. Goods received should be evidenced prior to authorisation of payment.

5. The practice of pre-authorising blank purchase order forms should cease.


	Administration Manager
	
	

	
	
	
	
	
	

	
	Financial Management  –  Petty Cash

	
	
	
	

	# 12
	Hospitality – £200 - Shetland Hotel 

1.
The imprest at the Hospitality unit is unreconcilable.  The Lecturer who administers the imprest was unsure of the processes involved in order for the imprest to balance.  

2.
Petty cash is used by the Lecturer to purchase the materials used for the cookery evening class.  The students refund the actual cost of materials to the Lecturer on the evening of the class.  The amount that is actually drawn from Petty Cash is the balance / cost of the demonstration materials.  As the actual receipts were for much more than the claim, they were not all retained.

New Directions Programme  - £350

1. Cash and receipts balanced to £350.  Forms for claimant drawing down funds are authorised by a Senior Lecturer who is not an authorised signatory.  

2. The claims are not countersigned by the imprest holder.  The claimant is not signing amount received.  It was stated that the forms are being redesigned.  


	Hospitality – £200 - Shetland Hotel

The Hospitality imprest should be balanced and the Lecturer given guidance on how to operate an imprest system.

New Directions Programme  - £350
The New Directions claim form should be redesigned and have two parts, one for the authorisation of the claim and secondly the disbursement of such.

The Lecturer responsible for authorising the New Directions claim should be an authorised signatory.  

All claimants should sign for the receipt of cash.


	Administration Manager
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