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	#1.
	Human Resource Management - Disclosure
	
	
	
	

	
	
	
	
	
	

	
	It is recognised that there are significant improvements regarding the controls surrounding the administration and security of disclosure information.  It was stated that there are robust procedures now in place to ensure relevant new posts are disclosed prior to commencement of work. This was tested with the recruitment processes.    However testing of the actual database still revealed various discrepancies.

Disclosure

IDEA is an interaction data extraction analysis tool that enables audit to read, display, analyse, manipulate, sample or extract data from data files from almost any source.  

IDEA was used to extract Education employee data from the current Chris Payroll System and the Disclosure Access Database.  IDEA analysed the data to find relevant employees currently being paid in Education that were not located on the Disclosure Database.  

It further identified non-employees e.g. parent helpers named on the Disclosure Database that did not have a clearance date attached or an application pending. In total 85 Education employees and parent helpers who require to be disclosed under both legislative requirements and the Disclosure Policy are not disclosed.  

A further examination of the Disclosure Database revealed that over 180 Education Service names located in the Disclosure Database were recorded as disclosed prior to 1st January 2005 and were therefore all due a new disclosure check prior to 1st January 2008.  These renewals have not been progressed to date.  

Administration

The Retention & Destruction Schedule has been updated to state that Disclosures should be destroyed after 90 days.  The Disclosure Policy (14.5) suggests that information is kept for no longer than 6 months.

It was stated by the Staffing Section administrators of the scheme, that there were many areas within the Disclosure Policy and the associated Procedure documentation that require more clarity such as details on how to deal with office based staff, volunteers, students and non continuous employees etc as similar posts are treated inconsistently.


	1. A full review should be undertaken to ensure that all current employees who should be disclosed are in fact disclosed.

2. All those employees identified by Staffing as requiring Disclosure should be pursued and management must take appropriate action if refusal continues.

3. A structured approach and plan must be devised to accommodate the required 3 yearly renewal programme.

4. The Disclosure Policy should be updated to agree with the Retention and Destruction Policy and the Procedures documentation should be reviewed in order to clarify inconsistencies.

	Head of Schools
	
	

	
	
	
	
	
	

	# 2.
	Financial Management - Leases
	
	
	
	

	
	
	
	
	
	

	
	Issues were identified as follows:

Pearson Phoenix - Schools Management Information System

After enquiring with both the Budget Responsible Officer, Quality Improvement Officer (QIO) and ICT, it is clear that no service level agreement (SLA) or contract documentation exists for the software and services provided.    Furthermore, the licence arrangements could not be ascertained.  This expenditure is incorrectly coded to leases.  

It was stated by the QIO that Education have recently put forward a bid to the Capital Programme Review Team to tender for a new web based Schools Management Information System.  This bid was unsuccessful during the current round of approvals but may be funded from savings currently identified in Education Budgets.

J W Grays – Water Cooler Hire

In place for the provision of water coolers.  Some have been purchased and others are leased.  Education are gradually handing back the leased ones and will keep the bought ones until they expire.  A further discussion with Contract Compliance (CB) confirmed that there is no central procurement either within Education or across the Council for the provision of water coolers or the supply of water.  This is a procurement / best value issue.

Danwood Toshiba

ICT confirmed that the Toshiba copier located at Bells Brae was purchased from Toshiba in 2006 and we should no longer be paying lease charges.  
CIT Equipment Finance 

There were payments made under lease numbers 65 and 66 in June 2007.  It was confirmed by ICT that these leases were for rental of the previous telephone exchange system which was replaced in February 2007.  A review of the Direct Debit file in Finance revealed that these leases are still recorded as live.  A letter was sent to CIT Equipment Finance in June 2007 instructing the contracts to be cancelled with immediate effect.  

Budgets

Brae High School has an operating lease budget (GRE13051209) of £3,500.  The copiers for Brae are now provided through the corporate contract at ICT.  This budget should have been identified as a saving for 2007/08.  A budget adjustment/reduction has been made for 2008/09.

Scalloway Nursery, Primary and Secondary Schools have a budget total of £2,900 allocated against subjective 1209 with no spend for the 07/08 financial year.  There have been no adjustments and budget provision has been made at the same level for 2008/09.

Bells Brae Primary School has a budget of over £4,000 for operating leases (GRE12041209) with a spend to date of £418.  After internal audit enquiries, the Head Teacher has offered this budget up for savings.

Unused lease budgets totalling £3,784 have been identified on the following primary schools: Lunnasting, Mossbank, North Roe, Ollaberry, Olnafirth and Urafirth.  I have been unable to match these budgets to any operating leases.

General

It would appear that many items that are not strictly operating leases are being coded to subjective 1209 throughout the Council which creates unnecessary work at the financial year end.


	1. Software licensing and maintenance should be correctly coded.  Licensing arrangements should be clarified and a service level agreement should be entered into for the service provided by Pearson Phoenix.

2. Until the Council’s procurement arrangements and direction are formalised, in the short term,  Education should consider the consistency of arrangements for the supply of water coolers.  

3. Lease payments should not be made for equipment that has been purchased by ICT.

4. Finance should be informed of all cancelled operating leases.

5. Operating lease budgets should be fully reviewed in the light of photocopiers now being provided through ICT.

6. Only operating lease expenditure should be coded to subjective 1209.


	Head of Schools
	
	


	
	
	
	
	
	

	# 3.
	Human Resource Management – Salary Information & Timesheet Authorisation
	
	
	
	


	
	Expense Claims

A judgemental sample of 40 expense claims submitted during the audit scope period was reviewed.  The results for this sample are as follows:

· 12 claims were not appropriately ruled off

· 30 claims did not have totals scored through

This results in 31 claims being completed incorrectly.

On two claims where subsistence was claimed, the hotel name and address was not detailed.  It is stated on the guidance for completing expense claims that where overnight subsistence is claimed, the name and full address of the Hotel or Guest House must be detailed on the claim.

On one claim the wrong amount for dinner allowance had been claimed.  It is not clear whether the authorising officer or Payroll had made the amendment.  The correct amount had been paid to the employee.

Overtime Claims

Only seven overtime claims were submitted during the audit scope period.  The results for these claims are as follows:

· 2 claims were incorrectly totalled

· 2 overtime requests were not dated by the authorising officer when signed

· 2 overtime requests were prepared for 4 months, these should be prepared weekly

· 3 overtime requests were authorised after the overtime was worked.

Time Sheets &  Additional Hours Claims

A judgemental sample of 30 timesheets processed during the audit scope period was reviewed.  The results for this sample are as follows:

· On 2 occasions an employee was claiming for more hours than were  worked

· 28 timesheets were inappropriately authorised

A judgemental sample of 20 additional hours claims submitted during the audit scope period was reviewed.  Nine of these claims were inappropriately authorised.   This was evidenced through the Authorised Signatory Database which restricts employees’ authorisation to specific cost centres. 

An e-mail was sent to the Head of Schools by Financial Accountancy stating that Head Teachers are authorising payment from budget codes that they do not have authority for. Confirmation was required for all staff that require authorisation for these codes.  Education staff are now in the process of giving authorisation to all Head Teachers to sign for these codes.  However, it was stated by Payroll that they accept all claims signed by authorised Head Teachers regardless of the budget code because it would be too time consuming to check all budget codes.  This is outwith the authority granted on the database.


	Expense Claims

Authorised signatories should 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 prior to authorisation.

Overtime Claims

1. Authorised signatories should ensure that overtime claims are correctly completed prior to authorisation.
2. Overtime requests and advanced authorisation forms must be completed weekly and authorised in advance in accordance with Council Policy.

Time sheets & Additional Hours Claims

1. Claims should be checked for accuracy before being signed by an appropriate authorised signatory.

2. Authorised signatories and the database should be reviewed in order to reflect the service requirements.


	Head of Schools
	
	

	
	
	
	
	
	

	# 4.
	Human Resource Management – Register of Employees’ Interests
	
	
	
	

	
	
	
	
	
	

	
	A judgemental sample of 20 Education employees was selected to ensure up to date Register of Employees’ Interests forms were held.  For this sample, nine Register of Interests forms could not be located.


	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.


	Head of Schools
	
	

	
	
	
	
	
	

	# 5.
	Human Resource Management – Absence Management
	
	
	
	

	
	
	
	
	
	

	
	APT&C and Chief Officers

A Seagate report was created detailing Education APT&C and Chief Officer staff sickness over the audit scope period.  Twenty eight employees were reported sick over the period and in seven instances, a return to work interview (RTWI) was required.  The results are summarised as follows:

· On 2 occasions there was no evidence of a RTWI on file.

· In 2 instances RTWI had been carried out but two months after the return to work. 

Teaching Staff

A Seagate report was produced detailing sickness and return to work requirements for the nine schools that were visited during the audit.  The results from those schools are as follows:

· In Brae and Urafirth (same cluster), the DSMO stated that it was not her responsibility to report to the Head Teachers or trigger the requirement to hold return to work interviews. The Job Profile states that the DSMO must ensure that the necessary forms are completed accurately and timeously in respect of absence management within the cluster. In both of these schools it was stated by the Head Teachers that return to work interviews are carried out on an informal basis and no records were available.  Six instances were identified within the audit scope period and no RTWI were evidenced.

· AHS - There is a monthly report produced by the DSMO for the Head Teacher which records the sickness and triggers the requirement for a RTWI. From a random sample of eleven RTWIs required within the audit scope, 1 interview had not been carried out.

· Sound – There is a monthly report produced by the DSMO for the Head Teacher which records the sickness and triggers the requirement for a RTWI.  Five RTWIs should have been carried out during the audit scope period.  One formal RTWI was carried out and the remaining 4 were carried out on an informal basis at the Head Teacher’s discretion. It was stated that these were all either long term or sensitive cases and that it was appropriate that the formal processes had not been carried out.

· In 4 schools there was no sickness within the audit scope period.

· In one school two RTWIs were due but employee files were not located and therefore this area could not be tested.

	1. Formal return to work interviews should be carried out timeously and documented.  

2. On the occasions where a Head Teacher makes a decision that a formal RTWI is inappropriate, a file note of events should be made.

3. Systems must be devised to ensure that Head Teachers are regularly informed when return to work interviews are due.

4. Roles and responsibilities of the DSMO should be confirmed and re-emphasised. 


	Head of Schools
	
	

	
	
	
	
	
	

	# 6.
	Schools Administration – School Funds
	
	
	
	

	
	
	
	
	
	

	
	Nine schools were visited during the audit.  The administration and record keeping of each school fund was scrutinised with the following results:

· In six schools the fund is not being independently reviewed.

· Six schools do not carry out a bank reconciliation. One has started since January 2008.

· One school did not keep any receipts.  As soon as payments are made the receipts were disposed of.

· In one instance cash income is never recorded, only banked when it builds up. Therefore cash cannot be reconciled.

· One school regularly pays supplier accounts with cash. These accounts are for hundreds of pounds.

In one school, there were no records available from October 2006 – December 2007.  During this period there can be no assurance that this particular fund was appropriately administered.  Specific issues for this fund are:

· There was a receipt for a piece of jewellery for £340.  It was stated that this was a leaving present and that money was collected from staff and deposited in the school fund to cover this expenditure.  The lack of records means the deposits cannot be evidenced.

· A lottery claim for £6,000 was paid into the school fund. The relevant expenditure was paid from SIC cost centres.  The reimbursement of funds to both the Lottery and  the SIC has  not been addressed.

· During the period over £8,000 was unnecessarily spent on school uniforms.  This has left the school fund depleted to such an extent it cannot currently meet its obligation to repay the Lottery and SIC monies due.  There are also storage problems with the amount of uniforms now held.

The above results mean that only one of the school funds from a selection of nine is being appropriately administered and independently reviewed.  That said, the systems of record keeping in three schools was very good.
	1. The roles and responsibility for the financial administration of the school funds should be clarified.

2. School funds should be appropriately administered.  Assistance should be provided such as procedures and templates where required.

3. Financial training must be provided to those dealing with the recording and accountability of the school fund.

4. A regular review of the records should be carried out by the DSMOs and signed off accordingly.

5. A review of the charges made to suppliers being paid by cash should be carried out and a judgement made whether this is value for money.

6. The amount outstanding from the School Fund  to the Lottery and the SIC should be addressed and a schedule/method of repayment from the school fund on the future sale of uniforms and other fund raising events should be devised.


	Head of Schools
	
	

	
	
	
	
	
	

	# 7.
	Human Resource Management – Flexible Relocation Packages
	
	
	
	

	
	
	
	
	
	

	
	The make-up of the package is determined by the employee, subject to a maximum amount of £8,000 (excluding VAT).  All expenditure must be necessarily and actually incurred and claims should be submitted on the relevant forms indicated in the document.  The package can, in general, cover the following areas but conditions are dependent on whether relocation is to a permanent or a temporary post and, for contracted staff, the length of the contract:

· Travel costs

· Removal costs

· Storage costs

· Legal costs

· Accommodation

There are time constraints for claiming some elements of the package and the document also gives details of the percentage of the relocation package that would be reclaimed if the employee left the Council’s employment within two years of taking up the post.

We were advised that where an individual moves to another job, advertised just locally, their eligibility for this package stops and this is shown on the spreadsheet. 

From the Relocation ledger code (SRJ22010800), a random sample was made of five individuals receiving this package with the following results:

· All of the recipients were included in Staffing’s spreadsheet

· There was uncertainty in applying the policy in a case where two teachers as a couple had relocated to Shetland.  The policy is not explicit on whether one or two relocation packages should be paid, as many of the costs that can be claimed are common costs eg lodging allowance and reimbursement of legal fees.  The policy is, however, explicit in stating that lodging allowance is payable for a maximum of 52 weeks

· There were inconsistencies regarding the reimbursement of expenses where the individual pays for a service that includes VAT

· In two cases, individuals have continued to be paid lodging allowance despite being given two offers of relocation council housing

· It appears that one recipient of the package got further assistance on transferring to another Shetland school

In addition, it was noted that, for one individual not included in this sample who has now left Shetland, there are difficulties in getting repayment of the appropriate proportion of the relocation package.  The matter is being pursued and might involve the Legal section. 

The expenditure on code SRJ22010800 for the nine months to the end of December 2007 is £78,964 against a budget of £66,061 (annual budget £88,081).
	1. The current policy should be followed consistently for all recipients of the Relocation Package.

2.
If there are occasions when it might be considered in the best interests of the Council to deviate from the policy, the advice of Human Resources should be sought, in order to achieve consistency in approach across all Council departments.  

3.
Consideration should be given to updating the current policy in order to clarify areas of uncertainty. 


	Head of Schools
	
	

	
	
	
	
	
	

	# 8.
	Schools Administration – Charging for out of Hours School Usage
	
	
	
	

	
	
	
	
	
	

	
	Many of the schools have no usage and others only have evening classes for which there is no charge. 

As part of the Revenue Estimates exercise each year, charges are set for all school lettings

It was stated by a number of school secretaries and DSMOs that they were awaiting the issue of procedure notes regarding the charging for out of hours usage of school premises and training for producing invoices from Integra.  Two of the DSMOs had been tasked with writing these guidelines and this has been done and was forwarded to schools for other DSMOs to comment on.  It had been the intention that these procedures would be discussed at the DSMO meeting in September 2007 and sent to all schools for adoption after that meeting.  It was stated that the document had been passed to the Head of Schools but it has not yet been issued and one of the secretaries said that the Head of Schools had spoken about it at a clerical in-service day in November 2007.

Because of the delay in issuing the procedure notes for school lettings and because of the substantial number of lettings involved, the DSMO at the Anderson High School decided in January 2008 to issue invoices for the first two terms of the school session.  

The Anderson High School has a one-court gymnasium, for which reduced charges of £2.25 (juniors) and £4.50 (seniors) have been agreed, for 2007/08 only, by the Head of Schools.  The one-court gymnasium charge for other schools, per the schedule of charges, is £9.25.

The staff at the Anderson High School also operate within guidance issued to School Boards in 1989 and updated in March 1998.  This specifies groups who are exempt from paying charges for the use of school premises apart from sport and physical recreation facilities.  A profit-making enterprise had previously used the gymnasium at a charge but had to be moved into the school hall on one occasion at no charge, after which he felt that the facilities there were more suitable for purpose.  A concern was expressed that this facility would then be hired at no charge but with a charge still being made to the children.

There are difficulties with administering lets where the total charge is less than £30 as that is the minimum threshold set by the Income and Recovery Section for sending out invoices.  Staff have to keep note of these charges and carry them forward into later periods until the total charge builds up to £30.
	1.
The procedure notes for charging should be issued to all relevant staff as soon as possible and training arranged for the raising of invoices on Integra.

2.
The schedule of charges set by the Council should be applied across all the sporting areas of the Anderson High School.

3.
Advice should be sought regarding the application of the current policy of not charging for an exempt group (school age children) if it leads to financial benefit for a private enterprise.

4.
Charges for one-off lets should be collected at the time the booking form is submitted. 


	Head of Schools
	
	

	
	
	
	
	
	

	# 9.
	Human Resource Management – Holiday Entitlements
	
	
	
	

	
	
	
	
	
	

	
	APT&C and Chief Officials

A sample of 20 holiday requests and records was reviewed at Hayfield House.  The findings for this sample are as follows:

· Authorisation could not be found on 2 occasions where more than 5 days leave was carried forward

· Annual leave requests could not be located for 1 employee

· Annual leave was authorised after the leave was taken on 2 occasions

School Based Staff

For the nine schools visited copies of the SAL5 returns for Sep – Dec were obtained.  

· In one instance a deduction has not been made and the employee has now left the Council’s employment.

· In eight cases of leave of absence granted without pay between September and December, no deductions have been made up to and including the February 2008 pay-run.

· In one instance the deduction was made five months after the leave of absence and in another three months after the leave of absence was taken.

· One primary school has discontinued submitting the returns because they thought the responsibility now lay with the DSMO.
	1. SAL5 returns, including Nil returns must always be timeously submitted in order to ensure that full deductions are carried out.

2. The roles and responsibilities regarding the submission of the SAL5 return must be clearly defined and communicated to the DSMOs and the school staff.


	Head of Schools
	
	

	
	
	
	
	
	

	# 10.
	Miscellaneous – Records Management
	
	
	
	

	
	
	
	
	
	

	
	Hayfield House - Security

At Hayfield House all current employee files are located in a filing room in the Staffing Section.  The filing room does not have a door, but the Staffing Section is locked at night.  The cleaner has access. When permanent employees leave, the file is removed from the current filing room and stored in the Lectriever system in the archive.  The Lectriever is always locked and keys are held in Staffing.   

Hayfield House – Destruction

The leaver files are recorded on an Excel ‘Resigned File List’ with a date to be destroyed.  The date to be destroyed is recorded as six years after the date of resignation. 

The Council’s Policy on Retention and Destruction:

Personnel Administration / Employment Contracts etc -  Destroy 6 years from end of employment or last pension payment.   Staff who have had links with children (Social Work and Education) should be retained for 25 years.  A record should also be kept of the location the staff member worked at for legal purposes.

Staffing Section File Retention Procedure:

Personnel files – Minimum retention period – 6 years from end of employment

Schools – Security of Files

Nine schools were visited during the audit and the security surrounding employee files is detailed as follows:

· In seven schools the security surrounding employee files was perfectly adequate

· In one school no files could be found which restricted testing in all human resource areas

· In one school the files were located in an unlocked cabinet which is located in an unlocked office.  

Schools – Destruction of Files

From the three secondary schools visited:

· One systematically destroys school leaver files after a five year period in accordance with the Pupils’ Educational Records (Scotland) Regulations 2003.  Files are located in a locked room in the basement of the school.  Records of destruction are kept by year.

· In one school, the previous Head Teacher did not destroy pupil files but the new Head Teacher has put systems in place to systematically destroy pupil files after 6 years.  All files are located securely in the Head Teacher’s office.

· One Head Teacher has informed audit that pupil records are destroyed in accordance with policy but IA have been unable to ascertain any further information regarding the records of destruction or timing etc.

The Council’s Policy on Retention and Destruction:

Pupil Record Cards – Secondary and Pupil files – Secondary – Retain for date of birth of pupil + 25 years then destroy.

The Pupils’ Educational Records (Scotland) Regulations 2003 

The educational records relating to a pupil shall be preserved by the responsible body for a period of 5 years following the pupil having ceased receiving school education.


	1. There should be a lockable door on the filing room at Staffing.

2. The Retention and Destruction Schedule and the Staffing Section’s File Retention Procledure should be reviewed in order to ascertain and communicate a consistent approach.

3. Security within all schools should be consistent with the requirement for all confidential files to be kept under lock and key.

4. The Retention and Destruction Schedule and The Pupils’ Educational Records (Scotland) Regulations 2003 should be reviewed in order to ascertain and communicate a consistent approach which as a minimum meets legislative requirements.


	Head of Schools
	
	

	
	
	
	
	
	

	# 11.
	Contract Management
	
	
	
	

	
	
	
	
	
	

	
	Under £50,000

Both contracts identified have been subject to annual review by letter confirmation. In both cases it would be hard to demonstrate best value. No evidence of agreed rates to be charged was forthcoming.

The new procurement procedures would require written competitive quotations for the piano tuning contract as the value is between £1K and £10K and written competitive tenders for the gym equipment maintenance as it is valued between £10K and £50K.

There may be scope to contract jointly with the Shetland Recreational Trust for gym equipment maintenance.

Over £50,000

From the top twenty spends:

1.  In eleven cases contracts are managed by other sections in the Council,  primarily the Capital Programme Service. Confirmation was sought from the appropriate managers that appropriate contracts were in place. These contracts would be subject to audit within these sections.

2. In four cases a contract would not be appropriate.

3. In the five other cases described below no contract or SLA is in place when it would appear that standing orders would require such action. 
Speech Therapy

Education pay the Health Board £92,000 per annum for a speech therapy service. A Service Level Agreement was prepared in 2002. A copy of this was provided but it was not signed by both parties. There is no evidence of renewal for 07/08. It is also not clear what advice was taken in 2002 re SLA and whether it was appropriate. The Quality Improvement Manager should seek advice from Contract Compliance.

Food Stuff Supplies

Two suppliers were identified as regularly supplying foodstuffs. These could be construed as individual contracts for each supply. In the view of the Contract Compliance Manager the purchase of foodstuffs should be covered under some form of framework. It is acknowledged this could apply to numerous areas of the Council and requires corporate consolidation.

Educational Supplies

Approximately £60,000 per annum is being paid to the one supplier with no contract in place. 

Energy Supply

Over £100,000 will be paid by Education for the provision of District Heating in 2007/08. No contract is in place. It is acknowledged this is a Council wide issue as over £200,000 will be paid to this supplier Council wide and also there is only one source for the supply. Accordingly a consolidating report to Committee would appear the practical solution. 


	Advice should be sought from the Contract Compliance Manager to identify practical solutions to the issues identified above to ensure Council Policy is observed and best value can be demonstrated. Thereafter documentation should be securely held and regularly updated.


	Head of Schools
	
	

	
	
	
	
	
	

	# 12.
	School Administration – ICT Equipment, Data & Software

A selec
A selection of nine schools were visited during the audit.  Two of the schools are on the new Shetland Public Sector Network (SPSnet) and the other seven are currently remote stand alone networks.  Results as follows:

 
No of Schools
 
Excellent
Good
Satisfactory
Unsatisfactory
Review of hidden / temporary  internet files for inappropriate use
 
9
 
 
Use of Screensaver locks
 
 
 
9
ICT Equipment Securely located
 
3
3
3
Events Log 
1
2
 
6
Appropriate Access (eg teachers pool etc)
 
9
 
 
Phoenix local back up procedures
1
6
 
2

	1. The agreed 55 minutes which has been incorporated in the new ICT Security Policy should be applied across all schools including those located remotely and not on SPSnet.

2. ICT equipment should be kept behind locked doors and where possible re-located away from potential hazards such as water pipes.

3. Consideration should be given to rolling out the in-house built events log that is currently used at the Anderson High School.  This should be kept for a standard period for audit purposes.

4. A review of Password/Group Policy Management throughout all schools should be undertaken to ensure that the new ICT Security Policy requirements are applied to all corporate and teaching staff throughout all schools.


	Head of Schools
	
	

	
	
	
	
	
	

	
	All screensavers are either disabled or are being by-passed e.g by teachers logging in using a generic class log in.  The new ICT Security Policy gives Teachers a 55 minute window before the screensaver will lock in.

The good results from the review of hidden temporary internet files indicates that the filters are doing their job.  That said, attempts were made to break the filters and although inappropriate pictures were consistently blocked, inappropriate written material was still accessible within primary schools.  It was stated by ICT that the filters block recognised inappropriate sites, and inappropriate visual material but that it was not possible to block further.

In three instances the ICT equipment / servers etc were not behind locked doors and easily accessible to pupils.  In one instance the server was located in a room that had water pipes running across the ceiling.

Events logs have been set up inconsistently across the remote schools.  The AHS has devised an excellent program that is everything required for audit purposes.   Events logs within schools are not monitored.

Passwords / Group Policy Management has been set up inconsistently across the remote schools servers:

Password / Group Policy Management

Enforced History
Minimum Length 

   Age

Complexity 

No of invalid attempts prior to lockout

1

0

5

X

X

0

2

3

5

X

X

5

3

1

5

120 days

X

0

4

1

0

X

X

0

5

0

5

X

X

0

6

1

5

42

X

0

7

0

5

0

X

0

8

1

5

42

X  

0

9

14

6

42


6

X        Disabled 
Enabled
School number 9 is on SPSnet and the corporate password policy has been fully applied.  


	
	
	
	

	
	
	
	
	
	

	# 13.
	Bursaries – Administration
	
	
	
	

	
	
	
	
	
	

	
	A judgemental sample of 20 bursary application forms was reviewed; all included appropriate back-up documentation and all claims appeared to have been checked and authorised by a relevant member of staff.  The following points were noted:

· Two students were withdrawn from their course by the lecturer for non attendance but no repayment for the bursaries paid totalling £680 was sought by the Finance Officer;

· One student’s materials allowance had been incorrectly calculated, resulting in an under payment which had not been picked up during checking / authorisation process;

· One applicant requiring disclosure has not been disclosed but the bursary was still paid out.  It is recognised that disclosure is the responsibility of the College but payment should not be made until confirmation is received.

· Two applications did not have a college offer letter on file.


	1. Ensure effective recovery procedures are implemented for all students who do not meet the conditions under which their bursary was paid.

2. Calculations should be checked at both stages of sign off.

3. A system must be devised to ensure that the student has been disclosure checked, if necessary, prior to disbursement of award.

4. All conditions of award must be met prior to disbursement.


	Head of Schools
	
	

	
	
	
	
	
	

	# 14.
	Inventories
	
	
	
	

	
	
	
	
	
	

	
	A judgemental sample of 10 items was selected from the inventory for each school visited to verify that the item exists and that the details recorded are correct.  A further sample of 10 items was selected form the schools to check back to the inventory.  The results were as follows:

· 3 items could not be located throughout the schools

· Disposals have not been recorded on 3 occasions

· 20 items could not be traced back to the inventory

	1. A full inventory should be produced every year with disposals and new purchases recorded throughout the year.

2. All items should be individually recorded on the inventory.


	
	
	

	
	
	
	
	
	

	# 15.
	School Administration – Risk Assessments
	
	
	
	

	
	
	
	
	
	

	
	Internal Audit visited nine schools reviewing Risk Assessments and Personal Injury Notification (PIN) forms.  The following was evidenced:

· In one school risk assessments were not evidenced;

· In one school the Head Teacher stated that risk assessments were out of date, but were being progressed through as an ongoing task;

· In one school it was difficult to locate the risk assessments file and once located it only contained two assessments;

· Risk registers were located in three schools, of these two were not dated and one was not signed off.
	1.
Guidance should be sought and communicated to ensure all areas that require assessment within schools are consistently addressed.  Thereafter,  risk assessments should be carried out in line with the Council’s current risk assessment scheme.

2.
Documentation should be appropriately produced, completed, authorised and signed


	Head of Schools
	
	

	
	
	
	
	
	

	# 16.
	School Administration – Completeness of takings / banking

Financial Management – Completeness of takings / security / banking.
	
	
	
	

	
	
	
	
	
	

	
	All schools visited had systems in place to ensure that all meals taken are paid for, these systems varying in complexity according to the size of the school. All systems in place at the time of the visit were found to be adequate.  The system in one school was introduced at the beginning of November and prior to that there were not adequate procedures to be able to identify late payers and accordingly completeness of income could not be audited.  There is a procedure note entitled “Non-Payment of School Meals Checklist” but it appears to be out of date.  

The general system for dealing with late payers is that an informal reminder will be sent to parents via the pupils if meals have not been paid for after one or two weeks with a stronger letter being sent out after roughly a month or when the debt reaches £30.  If the meals are still not paid for and the debt is increasing it will then be forwarded to the Income and Recovery Section, whose responsibility it will then be.  

In one of the schools visited, it was noted that one debt for outstanding meal monies for two pupils had not been transferred to the Income and Recovery Section until it had reached £576.10.  Another debt for the same school showed that it was £231.50 before it was transferred and one for another school was £197.30.

Nine schools were visited in the course of this audit and at six of these the arrangements for securing cash and for banking were adequate. At the remaining three schools:

· The DSMO in one school occasionally keeps monies overnight in her car prior to banking
· The lunch money at one school is kept securely in the office but a safe is available which is not being utilised for this
· At one school the Breakfast Club money is being kept securely in a hut.  There is a safe in the school which could be used for this.
For each of the schools visited, ledger prints were taken showing all the income credited over the audit scope period, with the following results:

· In two of the schools visited, income from home economics is not being banked but is being used to buy the ingredients for the cookery classes.  No reconciliation is taking place.

· An amount of £378.81 had been credited to the expenditure code GRE13031227

· Cash from a Breakfast Club at one of the primary schools is building up and it is not known whether it should be credited to the Council or to the School Fund
	1. In cases where schools do not think that they can recover debts for school meals through their own systems, they should transfer them to the Income and Recovery Section before the debt escalates.

2. For safety and insurance reasons, employees should not keep monies in their own homes or vehicles overnight.

3. Income should be credited to income codes and not netted off expenditure codes.

4. Receipts for home economics should be banked and ingredients purchased using purchase orders, in accordance with the Council’s Financial Regulations.

5. A decision should be made on whether the takings from the Breakfast Club should be credited to the School Fund or to the Council’s funds.

6. Where a safe is available, it should always be used for securing monies in preference to filing cabinets/cupboards.
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	# 17.
	Miscellaneous – Devolved School Management
	
	
	
	

	
	
	
	
	
	

	
	It was ascertained from the Resources Manager that there is still only a limited scheme of Devolved School Management (DSM) in place in that schools have some responsibility for staffing costs.  They also have limited control over operating costs in the form of a small maintenance budget and learning materials.  They no longer have control over energy costs, phones or photocopiers as these budgets are now managed centrally.

The DSM scheme was redrafted in 2006 and was put out for comment but there have been issues, which required solving:

· A secondary school staffing review was taking place but this has now been completed.  There are issues with establishment figures and therefore staffing budgets for each school.

· The issue of supply costs has been one of the main areas that has delayed full implementation of DSM as currently the budget is held centrally.  Both Education and Management Accountancy were under the impression that the CHRIS system could not deal with coding these costs to individual schools but it has been found that this is not the case.

· Catering and Cleaning staff costs are now being transferred to Education from the DSO and there is uncertainty over whether these budgets will be devolved.  The Resources Manager would like to manage the budgets for a year before devolving them.

· Other problem areas have related to budgets which are nominally under the schools’ control for vacancies but which have been utilised to cover budgetary shortfalls elsewhere.

A pilot scheme will shortly be launched in three schools and they will have control over their supply budgets.  It is anticipated that this will last for six months.

It was noted during visits to schools that the roles and responsibilities undertaken by the DSMOs were inconsistent with each other and with the job profile.  These areas of inconsistency have been brought out in different audit comments or have been discussed with the Resources Manager as follows:

· Absence Management

· Administration/overview of school funds

· Management of SAL5s re holiday entitlements

· Contact with clusters

	1. A programme should be devised to move towards the Scottish Government requirement that 80%/90% of school-based expenditure be devolved to the control of Head Teachers.

2. The roles and responsibilities of DSMOs should be examined to ensure consistency across Shetland schools.
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	# 18.
	Financial Management – Purchase Orders
	
	
	
	

	
	
	
	
	
	

	
	During the audit nine schools were visited.  All schools are currently using manual purchase orders.  All manual purchase orders evidenced in the schools were appropriately authorised.

A judgemental sample of 38 payments transactions processed during the audit scope period was reviewed.  The findings from this sample are as follows:

· No purchase order was found in 11 instances

· Manual orders were used on 8 occasions

· 3 payments were inappropriately authorised

· 3 purchase orders were not priced

· 1 payment was charged to the incorrect budget code

· Goods received was not evidenced on 8 occasions

· The correct VAT treatment was not applied on 1 occasion

· 12 payments were not processed timeously

· All schools use manual orders regardless of whether they have Integra Access

	1. Purchase orders should always be completed where appropriate.

2. Appropriate training should be provided to enable Purchase Orders to be processed on Integra.

3. All payments should be authorised by an appropriate authorised signatory.

4. Purchase orders should be priced in advance.

5. Ensure expenditure is charged to the appropriate cost centre.

6. Good received should be completed where appropriate.

7. VAT must be correctly applied.

8. Invoices should be processed within the required timescale, which is usually thirty days.
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	# 19.
	Miscellaneous – Travel Procurement Procedures
	
	
	
	

	
	
	
	
	
	

	
	A download of travel costs was obtained from Integra (subjective 1470).  From a judgemental sample of 15 instances reviewed, 8 instances were employee travel related and 7 were related to school trips.  School trips are authorised by the Head Teachers and the schools are required to submit to Hayfield House details of any trip which involves an overnight stay.

The findings from this sample are as follows:

· On only 2 occasions appropriately authorised travel requests were located

· In 3 instances travel requests were not found but purchase orders were raised and authorised.  One of these orders was authorised by a QIO which is acceptable for purchase orders but not for a travel request.
· On another 3 occasions no authorisation or documentation was found
· From the sample of 7 school trips reviewed, full documentation was located on 2 occasions.

One of the main requirements of appropriate authorisation and co-ordination is that all travel is recorded on the insurance database.  

It was confirmed by the Directorate Administration Officer that there is no nominated Travel Co-ordinator within Education and that travel information has not been recorded on the insurance travel database to date.  It was further stated that the intention is to devolve the responsibility for travel out to the DSMOs and implement an electronic authorisation procedure.

Information on travel was very difficult to find with the Technical Assistant being forwarded on to many different members of staff.  


	1. The Travel Procurement Procedures should be adhered to.

2. Responsibility for travel co-ordination within Education should be clearly defined and Travel Co-ordinators nominated.

3. Travel Requests should always be completed by employees and authorised by Head of Service.

4. The insurance travel database should be kept up to date at all times to enable the insurance section to ascertain information when required and to ensure statistical information is up to date.

5. Documentation should be appropriately administered and retained by the nominated co-ordinator(s).

6. Serious consideration should be given to streamlining and implementing the travel procurement procedures within Hayfield House, prior to rolling out responsibility to DSMOs.
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	# 20.
	Human Resource Management – Employee Review & Development Policy

In April 2006 the Employee Review and Development Policy (the Policy) became operational. The Policy establishes a set of minimum requirements and guidelines on best practice.  All employees in the Council should receive at least one formal recorded review and development session each year.  This is in addition to any ongoing performance monitoring.
	The Employee Review and Development Policy should be appropriately applied by line management across the Schools service.               
	Head of Schools
	
	

	
	
	
	
	
	

	
	In some schools, the Head Teachers were reluctant to allow access to confidential files.  Internal Audit is authorised to review files for the purpose of ensuring policies are being adhered to, however, in the interest of co-operation, it was agreed that evidencing the cover page which dates the review and signatures would suffice for this test.  

From the nine schools visited:

· 5 schools provided adequate evidence of regular annual employee review and development

· 1 school refused to provide any evidence

· 1 school partially fulfilled the requirements

· 1 school stated they carried out reviews but on an informal basis

· 1 school could not locate any records of employee review

From a sample of 16 employees (Head Teachers and Hayfield House staff):

· 6 reviews were current, dated and signed off by line management

· 7 employee reviews were dated prior to November 2006 and therefore considerably over due 

· 1 review appears never to have been done

· 1 review is for a temporary post and will be due before June 2008 – n/a

· 1 file was not evidenced but IA informed interview had taken place 

	
	
	
	

	
	
	
	
	
	

	# 21.
	General – Value for money
	
	
	
	

	
	
	
	
	
	

	
	Procurement 

There is no centralised procurement of consumables or equipment across the service.  It is accepted that this is a Council wide issue but at the same time, there are many areas where Education as a service could make economies of scale.  

Procurement and sharing within schools and school clusters is not evident,  for example:

Cameras & Camcorders

From the nine schools visited during the audit an analysis of cameras and camcorders was taken from their inventories.  Over the nine schools there were 115 cameras and 26 camcorders.  The Anderson High School alone holds 56 cameras and 16 camcorders.  

Devolved School Management Officers

Education is meeting the full costs of devolved school management when there is not yet full devolvement.  Some Devolved School Management Officers are not taking full responsibility for their role.  Refer to Audit Comment # 17.

Anderson High School Out of Hours Usage

The current arrangement allows the use of specific areas of the school for no charge provided certain criteria are met.  This potentially allows charging organisations to make a profit from the school.  Refer to Audit Comment #8.

Flexible Relocation Policy

Under the current Flexible Relocation Policy, it is possible for new employees to continue to be paid a Temporary Private Accommodation Allowance despite refusing up to two offers of temporary council accommodation if the second refusal is deemed by management to be reasonable. 

In addition, some elements of the Flexible Relocation Package are offered to probationary teachers although, by definition, they might only remain in Shetland for one year.  Refer to Audit Comment #7.


	Management should review these areas with a view to demonstrating best value or alternatively pursuing other courses of action.


	Head of Schools
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