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	#1.
	Human Resource Management – Expense & Overtime Claims
	
	
	
	

	
	
	
	
	
	

	
	 Expense Claims

From a sample of thirty claims:

· Fifteen APT&C expense claims were appropriately ruled off.  Four were authorised by the Head of Roads.  The authorisation rights for the Head of Roads is for approval of the Roads Service only, and

· Six permanent cooks/cleaners expense claims were appropriately authorised, but none were adequately ruled off, and there was insufficient information provided.  

Overtime Claims / Requests

· From a sample of twenty seven (27), Building Services APT&C staff, three (3) overtime claims were approved by the Head of Roads who has the authority to sign for the Roads Service only. 

· One APT&C overtime request and advance authorisation was not on file.  There was a note stating ‘awaiting request’.  The overtime was in April 2005.  It was stated that this form was not completed.

· From a sample of 28 Building Maintenance staff overtime claims, on six occasions one Foreman has authorised his own overtime and advance authorisation request form.

· On two occasions, the advance authorisation request has been signed by the Assistant Foreman (Approved Electrician acting up).  This employee is not on the authorised signatory database.

· No overtime request and advance authorisation forms were found for the Senior Foreman.  The Maintenance Manager informed IA that an annual approval was given for an additional 2.5 hours per week for opening and closing up purposes.  A further examination of hours reveals that the Senior Foreman consistently works more than 39.5 hours (previously would have been (39 + 2.5) without written prior authorisation.


	1. Consider signatory authorisation rights for the Head of Roads and for the Assistant Foreman and ensure authorised signatory database is updated if required.

2. Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details and ensure sufficient information is provided.

3. Overtime Request and Advance Authorisation forms must be prepared in advance in accordance with Council policy and appropriately authorised by line management.


	Building Services Manager

Maintenance Manager

Catering & Cleaning Manager

Chief Administration Officer
	
	

	
	
	
	
	
	

	# 2.
	Human Resource Management – Register of Employee Interests
	
	
	
	

	
	
	
	
	
	

	
	From a random sample of 22 employees from various sections it was found that eleven did not have a Register of Employee Interests form completed and signed by an authorised signatory on file.

Of the eleven forms held on the Personal files, one was not appropriately authorised, and six were the old style forms dated 2001. (See Appendix HR6).

Forms are not completed by temporary relief staff.
	1. 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.

2. All Register of Interest forms must be appropriately authorised.

3. 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.

4. Clarification should be sought from Personnel whether forms are required to be completed by temporary relief staff. 

	Building Services Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 3.
	Financial Management – Purchase Invoices
	
	
	
	

	
	
	
	
	
	

	
	From a sample of 30 invoices:

1. In one case the invoice was authorised by an individual who is not an authorised signatory.

2. In eighteen cases invoice authorisation was done by use of initials and not signatures as required by the Payments Manager.

3. Goods received was not evidenced in three cases. 

4. Four invoices had been entered more than 30 days after the invoice date and therefore would not be paid inside the terms of the invoice.
	1. Invoices should be appropriately authorised

2. Goods receipt should be evidenced prior to invoice payment.

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


	Chief Administration Officer
	
	

	
	
	
	
	
	

	# 4.
	Human Resource Management – Absence Management
	
	
	
	

	
	
	
	
	
	

	
	APT&C sickness records are kept by the Administrative Assistant.  An excel spreadsheet is updated for each employee recording all leave including self certificated sickness and doctor notes. It was stated that she does not inform line managers of when a back to work interview is required and was unaware of the current policy. It was further stated that back to work interviews are not carried out.

The Clerical Assistant who processes maintenance staff Allocation Sheets provides the Maintenance Manager a list detailing the maintenance sickness that has occurred during the previous fortnight.  It was confirmed by the Maintenance Manager that this information is filed and he does not carry out back to work interviews.

Catering and cleaning sickness for permanent part time staff is recorded on Servitor.  Sickness for temporary staff is noted but no further action is necessary as temporary staff only get paid for the hours actually worked.   The Cleaning & Catering Manager confirmed that formal back to work interviews are not held as they are impractical.  Informal telephone conversations are usually held but no records are kept.
	1. Administrators of sickness records should be made aware of the current policy and furthermore should inform line managers when the appropriate triggers require back to work interviews to be held.

2. Management should adhere to the Council’s policy and carry out back to work interviews ensuring that appropriate records are kept.

3. Discussions should be held with Personnel if it is felt the current policy cannot be observed to ascertain if there are any alternative approaches.


	Building Services Manager

Maintenance Manager

Catering & Cleaning Manager
	
	

	
	
	
	
	
	

	# 5.
	Human Resource Management – Holiday Entitlement
	
	
	
	

	
	
	
	
	
	

	
	Building Maintenance staff annual leave request forms are signed by the immediate foreman, and then usually passed to the Maintenance Manager for approval.  This removes the step whereby the Administrator completes the balance of days outstanding.  The Maintenance Manager updates an excel spreadsheet for his own information.  The forms are finally passed to the Administrator for filing.  

The actual leave taken and processed onto Servitor is taken from the weekly Allocations Sheet.  A sample of 9 maintenance staff annual leave forms for the year was cross referenced to Servitor.  In 5 instances the annual leave forms, allocation sheets and servitor did not reconcile.   It was stated by the Chief Administration Officer that there may be a problem on Servitor recording half days as whole days.  More than 90% of the annual leave requests were incomplete i.e. total outstanding leave days was blank.  


	· The annual leave form should be redesigned to record the balance of outstanding leave brought forward and carried forward and forms should always be adequately completed.

· A check should be carried out on Servitor to ensure that half days are being appropriately recorded.

· When processing the information onto Servitor, the Administrator should ensure that both the outstanding balances agree.


	Building Services Manager

Maintenance Manager

Chief Administration Officer
	
	

	
	
	
	
	
	

	# 6.
	 H&S Risk Assessments – Catering & Cleaning
	
	
	
	

	
	
	
	
	
	

	
	Catering 

There are risk assessments in place for Catering services.  However, these were not in the format of the revised scheme, had been created in 1998 with a review date in 1999.  No review was evidenced.  It was stated by the Catering & Cleaning Manager that it was intended to recreate these risk assessments in the revised format but leave copies of the existing format within school canteens due to the existing risk assessments being simpler to understand.

Cleaning

There were risk assessments in place but these were dated 1998 and had no evidence of review.  
	1. Ensure risk assessments are carried out for all activities in line with the Council’s risk assessment scheme.

2. Ensure risk assessments are regularly reviewed.
	Catering & Cleaning Manager
	
	

	
	
	
	
	
	

	# 7.
	Human Resource Management – Recruitment
	
	
	
	

	
	
	
	
	
	

	
	It was confirmed by the Catering & Cleaning Manager that much of the recruitment process for temporary relief staff is carried out verbally in an informal fashion.

From a sample of 10 cooks/cleaners, there were six temporary/relief posts and four permanent posts.   For the four permanent  posts:  

· The standard authorisation to recruit could not be sourced – it was stated that the file has been misplaced.  It is apparent that a process is normally carried out as memo’s outwith the sample were evidenced.

· The short listing process is not transparent as there are no supporting documents.
· Interview assessment forms are not completed.
· In 2 instances references were not sourced
From a sample of 5 building maintenance staff, the recruitment and selection policy was performed in line with policy.
	Recruitment and selection procedures should be carried out in line with policy.
	Catering & Cleaning Manager
	
	

	
	
	
	
	
	

	# 8.
	Human Resource Management – Training
	
	
	
	

	
	
	
	
	
	

	
	Building Maintenance

A basic analysis of the thirteen areas identified in the Service Plan training needs for maintenance staff showed the following:

· Eight courses have not been delivered.

· Five courses have been partially addressed.

The Maintenance Training Records from Servitor show that the 15 Safe Erection/Use – Prefabricated Aluminium Towers Certifications expired in 2005.  This area is not covered in the Service Plan.  

There appears to be a lack of consistency regarding actual requirements for building maintenance staff and training targets listed within the Service Plan.

The response to date on gathering information for the Construction Skills Certification Scheme has been poor. It would appear that progress is slow and the current method of collating the required information is ineffective.

Technical Support

There has been a misunderstanding by the Technical Support Officer regarding his submission of training requirements to the 2005/06 Service Plan.  All training requirements were submitted and not just the annual requirements.  It was noted that in four areas of requirement, no training provider could be identified.  It was stated that these are specialist requirements and the budget is inadequate to cover this type of costs.

Compulsory Personal Development (CPD) is required to be completed by 3 employees by their respective institutes.  From testing, it is apparent that CPD is being carried out as course certificates were evidenced. However, there is no formal record of hourly CPD requirements being kept.


	1. An audit of all Building Services staff should be carried out to determine individual and corporate training needs.  This should be updated on a regular basis and reflected in the annual Service Plan.  The audit would also assist in progressing the Construction Skills Certification Scheme.

2. Essential Certification should be timeously renewed.

3. Consideration should be given to budget provision for specialist needs.

4. Formal CPD records should be kept.
	Building Services Manager

Maintenance Manager

Technical Support Manager
	
	

	
	
	
	
	
	

	# 9.
	Building Maintenance – Checklists & Documentation
	
	
	
	

	
	
	
	
	
	

	
	1. Handover Checklists are not being utilised by Building Maintenance section to ensure that all appropriate documents are in place.

2. In 2 cases (Market House and Gressy Loan – ASN) no documents had been passed to Building Maintenance after the building was handed over.  For all ex-Welfare Trust properties and North Ness documents were missing.

We were advised that this information had been requested in all cases but had not been forthcoming.  We acknowledge that it is not within the gift of Building Services to obtain information unless it is forthcoming.


	1. Implement the checklist to identify documentation that is and is not being held for Council properties and ensure all necessary documentation is held in line with legislation and requirements.

2. Reinforce the need for documentation to be passed to Building Services prior to the responsibility for maintenance falling to them.


	Technical Support Manager
	
	

	
	
	
	
	
	

	# 10.
	Contract Management – Service Level Agreements
	
	
	
	

	
	
	
	
	
	

	
	External Cleaning Provision

From the four organisations provided with a cleaning Service:

· On one occasion the contract documentation expired in 1999 and another in 2005. 

· Purchasers are not being informed of increases on an annual basis as the most recent documentation on file is from 2003.

Catering

· The Service Level Agreement with Social Work commenced in 1995 and has been formally extended on an annual basis up to 31 December 2005.  To date, there is no formal extension for 2006. The charges are reviewed annually and 66% of the charge is increased by the annual pay award and the balance by RPI.  The increase was mistakenly not applied in 2004.

· The Service Level Agreement for School Meals Provision is still under review.  This issue has been ongoing since the audit of Education in January 2004. A draft is at its final stage and it was stated that it would be implemented on the 1st April 2006. However, agreement is still outstanding regarding costs. 


	1. Service Level Agreements should be reviewed and updated accordingly.  Thereafter these should be subject to regular review.

2. Agreed increases must be applied annually.

3. There should be formal notification of price increases on an annual basis.

4. The Service Level Agreement for the provision of school meals requires to be finalised.


	Catering & Cleaning Manager
	
	

	
	
	
	
	
	

	#  11.
	Comment withdrawn
	
	
	
	

	
	
	
	
	
	

	#  12.
	Building Maintenance – Jobs in Dispute
	
	
	
	

	
	
	
	
	
	

	
	A review was made of job tickets with an In Dispute status.  As a number of these jobs related to tickets created in 2004 and 2005 this was discussed with the Technical Support Manager who stated that resolution of these disputes was not being undertaken due to staffing changes and this function not being seen as a priority.  
	1. Review all jobs currently on Servitor with an In Dispute status and certify or re-measure each job (as appropriate) so that recharges can be processed.   The implications of recharging jobs relating to work undertaken in previous financial years should be discussed with the Administration Manager – based at Gremista.

2. Ensure that the In Dispute jobs are reviewed and resolved on an on-going basis.


	Technical Support Officer
	
	

	
	
	
	
	
	

	# 13.
	Building Maintenance – Tools Register
	
	
	
	

	
	
	
	
	
	

	
	Review of the tools register database showed that a number of employees who had left the Council still appeared on the database and no items appeared to have been issued since 2004.

The first item chosen from the database for checking against what a operative physically held highlighted that there were items on the database which were not in the possession of the operative and items he was in possession of that were not on the database.    

Further investigation with the Technical Support Manager revealed that the information on allocated tools recorded on the ‘chits’ has not been entered onto the database.


	1. Ensure the tools register is updated by undertaking a full check of all tools held by Building Services.

2. Implement a procedure to ensure that allocation and disposal of tools is recorded on the tools inventory.

3. Perform an annual check of tools against the tools register with differences investigated.  This should be performed prior to submission of information to the insurance inventory.


	Technical Support Manager
	
	

	
	
	
	
	
	

	# 14.
	Contract Management – Contract Provision & Conditions
	
	
	
	

	
	
	
	
	
	

	
	Catering & Cleaning

From the three contracts analysed: 

· The Provision of Butcher Meat contract expired in December 2004.

· The Provision of Fish contract expired in December 2001.

· The Provision of Cleaning Products expired in July 2005.  

· The original contract quotations were under £50k but annual expenditure now exceeds £50k in each instance.

· There is no formal documentation extending any of the three contracts.

· It was stated that extensions have been granted verbally.

Internal Audit recognise that as the prices have generally not been increased since the inception of these contracts, that best value is possibly being achieved. However, there may be a counter argument that best value was not obtained initially.

In addition to the three contracts, there are dry goods being supplied to the Catering Service from one supplier in excess of £120k per annum and another supplier in excess of £60k per annum.  There are no formal arrangements in place for these suppliers.

Building Maintenance

For contracts under £50k, Building Maintenance have standard templates for all main types of construction contracts.  The aim of the document templates is to ensure that the position of the Council is safeguarded, and that works originating from the Building Services Unit are concise consistent and comply with current regulations and Standing Orders.

The Contracts Investigation revealed that Building Services were complying with the Best Value principles.  Due consideration was given to the recommendation to change from annual to every three years for Supply Contracts.  After consultation, it was decided that the existing system of tendering annually for the Supply Contract should be continued.

From a Seagate report detailing the five top suppliers of over £50k pa, it was evidenced that annual quotes and Supply Contracts were entered into.  The value of supplies to one of these was over £196k in 2004/05 and £175k to date in 2005/06.  This exceeds the new EU thresholds of £144,371 and that previously applied to supplies and services (£153,376).


	1. A report should be presented regarding the Catering & Cleaning contracts which have expired, recommending interim extensions, coupled with a statement as to how these will be progressed under Standing Orders, Rules of Procedure and, where applicable, the Public Contract (Scotland) Regulations 2006.

2. All approved extensions should be formalised in writing with the relevant suppliers.

3. Situations where no contract exists should be reviewed to ensure compliance with Standing Orders.

4. Consideration should be given to the EU Procurement thresholds and the merits of establishing Framework arrangements for Supply Contracts should also be considered.

5. Potential ‘corporate’ supplies and services should be identified for consideration by the new Procurement Strategy Board. 

6. Advice should be sought from the Contract Compliance Manager and the Acting Divisional Manager - Legal regarding all of the above. 


	Catering & Cleaning Manager

Technical Support Manager
	
	

	
	
	
	
	
	

	# 15. 
	Stock Control – Physical Access
	
	
	
	

	
	
	
	
	
	

	
	1. An out of hours check of the compound revealed that the perimeter gates had not been locked.

2. During discussion and following audit testing in other areas it is apparent the Stores Officer has limited control over bitumen and cement. We were advised there are regularly stock discrepancies in relation to these items.

3. The main store is generally tidy and well maintained. However the outside yard is untidy and disorganised.

4. Internal Audit observed Roads Maintenance staff accessing the outdoor storage yard unaccompanied by stores staff.

5. Keys are occasionally issued to foremen but no formal records are kept.
	1. The compound must be adequately secured when no staff are present.

2. Controls over bitumen, cement and any other items outwith the direct control of the Stores Officer should be revised. 

3. The outside yard should be tidied and its contents dealt with as appropriate. We acknowledge this task has now commenced.

4. Proper records should be maintained of keyholders within all areas of the compound.


	Building Services Manager

Stores Officer
	
	

	
	
	
	
	
	

	# 16.
	General – End User Systems
	
	
	
	

	
	
	
	
	
	

	
	During the testing of Objective 1.5 Screensavers, it was noted that the computer in the stores did not have a password protected screensaver on.   Further enquiries revealed that three storemen access this machine through one individual log in.  This computer is connected to the Network and also intranet and internet are accessible.  Internet access is required for this group of employees for the purpose of ordering / pricing stores items.
· In the event of inappropriate use, there is no audit trail to identify a specific user.

· Two users can access the network and e-mail that is specifically intended for another log-in user thus leaving this individual potentially exposed.
	· In consultation with ICT, consideration could be given as to whether Servitor can be set up on a stand alone machine for use by the storemen only.

·  A second computer should be made available and appropriate log on and network access should be allocated on an individual basis.


	Stores Officer
	
	


Final Report Action Plan BS












        Page 2 of  13

