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	# 1
	Human Resource Management:  

Salary Information
	
	
	
	

	
	
	
	
	
	

	
	Expense claims are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved i.e. columns and rows not completed should be ruled off.


	Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.
	Service  Manager Environmental Health

Administration Manager
	
	

	
	
	
	
	
	

	# 2
	Environmental Health: Animal Health
	
	
	
	

	
	
	
	
	
	

	
	Breeding Boarding and Riding Establishment Licences
A judgemental sample of ten (10) premises was established from the local telephone directory and the files were obtained.

1. Two licences were issued two months late. 

2. One licence had expired on 30/04/04 and should have been renewed.

3. The Flare Database system does not flag up the licenses when they become due.

One licence has been issued where the Veterinary Report recommended provisional licence only.  There were many issues on the Report and there is no evidence of a re-visit to ensure the problems have been resolved.
	1.
A system should be devised to flag up all licences when they become due.

2.
There should be follow up procedures / temporary licences issued until Veterinary Reports are satisfactory.


	Service  Manager Environmental Health
	
	

	
	
	
	
	
	

	# 3
	Environmental Health: Housing Grant Schemes
	
	
	
	

	
	
	
	
	
	

	
	1. New Scheme – Private Sector Housing Grant (PSHG) 

From a random sample of 15 grants disbursed from Integra, all fulfilled the new scheme requirements.

2. Housing Repair/Improvements – Old Scheme
The old scheme 2004 / 05 budgets are recorded on Integra as follows:

Housing Rep Grants

GCY9012

£260,000

Housing Imp Grants

GCY9001

£256,000

£516,000

The Scottish Executive funding supersedes these two existing capital grants budgets and should have the effect of reducing the Council’s expenditure on grants.  The commitment carried forward from 2003 / 04 was approximately £350k (Repairs: £219k / Improvements: £131k).  Furthermore, the Capital Programme Outturn Report F028-F states that there was an underspend on GCY9012 of £33k whereas the actual underspend recorded  on that cost centre is £57k.

3. Reserve Fund Property Grant Scheme (RFPG)

The report detailing the implementation of the new scheme, ES-09-04F1, states the RFPG scheme will continue and will be funded by the Reserve Fund Capital budget and that the budget for 2004/05 is £226,000.  The unspent balance at the 2003/04 year end was £159k and the commitment carried forward for that year is £35k.  The Capital Report FO28-F reports the underspend as the 2004/05 budget for the purpose of funding previous commitments only.  A further 2004/05 RFPG budget has not been set. The two reports conflict with each other.


	1.
The Capital Fund budgets should be amended to reflect the correct position.

2.
The position should be clarified regarding the RFPG scheme and the funding / budget allocation that should be applied.


	Service  Manager Environmental Health

Capital Programme Manager

Chief Accountant
	
	

	# 4
	Human Resource Management:  Training
	
	
	
	

	
	
	
	
	
	

	
	One of the Lead Environmental Health Officer’s confirmed that he is a member of REHIS and that he does not keep Continuing Professional Development  (CPD) records.  This membership fee is not paid by the Council. 


	1. CPD is undertaken in line with the obligations of the membership of the relevant institute.

2. Employees should be made aware of their entitlements under the Policy for the Payment of Professional Fees.

3. Obtain comfort that appropriate memberships are being maintained.


	Service  Manager Environmental Health
	
	

	# 5
	Environmental Health:  Pest Control
	
	
	
	

	
	
	
	
	
	

	
	The charge for pest control services was set at £28.81 in 2003/04 and £29.53 in 2004/05.  

An integra report revealed that on eight occasions during periods 3 and 4, the 2003/04 rate of £28.81 was charged when it should have been £29.53. 


	We acknowledge that the sums involved in this instance are not material, however a system should be devised to ensure that all charge increases are updated on Integra pro-formas where appropriate on the 1st April each year.
	Administration Manager

Service  Manager Environmental Health


	
	

	# 6
	Environmental Health: 

Health & Safety / Enforcement
	
	
	
	

	
	
	
	
	
	

	
	1. There is no evidence on file to identify which Environmental Health Officers are authorised to enforce health and safety.  Further enquiries revealed that all but one of the Environmental Health staff did not have written authority and did not carry the appropriate enforcement authorisation and identity.  

2. It was noted that appropriate authorisation and associated identity has not been issued in any area other with the exception of  Food Safety and Litter Enforcement.

3. The Enforcement Officer, who is heavily involved in animal welfare and pest control does not have a relevant up to date SIC ID, or any other appropriate enforcement authorisation except for Litter Enforcement.


	1. All Environmental Health Officers that are involved with enforcement should be provided with the appropriate authority and associated identification.

2. Appropriate records should be kept regarding enforcement.

3. A procedure to revoke authority when employees exit the Council should be put into place.


	Service  Manager Environmental Health
	
	

	# 7
	General: Systems Access
	
	
	
	

	
	
	
	
	
	

	
	Three users with access to Environmental Health data on Integra have not changed their initial default password.  One has add, change, amend, & enquiry on specified codes and the other two have enquiry only.


	The employees identified as not having changed their Integra passwords be instructed to do so.  To do this ICT assistance may be required.


	Service  Manager Environmental Health
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 8
	Environmental Health: Contingency / Emergency Planning
	
	
	
	

	
	1.
Emergency Planning have confirmed that four emergency plans held at Environmental Health are out of date. 

2.
The Sullom Voe Harbour Oil Spill Plan (No 6) April 2003 could not be located in Environmental Health.


	Ensure that all required emergency contingency plans are in place and regularly reviewed.


	Service  Manager Environmental Health

Lead Environmental Officer
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