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	#1.
	Human Resource Management – Time Sheet Authorisation
	
	
	
	

	
	
	
	
	
	

	
	1.
Foremen are authorising their own sheets.  

2.
A review of the authorised signatory database held by Accountancy showed that the appropriate authority to sign time sheets had not been given to any of the Foremen. 


	1.
Individuals must not be permitted to authorise their own time sheet.

2.
Ensure that all Foremen’s Weekly Allocation Sheets are appropriately authorised.

3.
Ensure that appropriate authority to sign timesheets is put in place.


	Senior Housing Officer - DLO
	
	

	
	
	
	
	
	

	# 2.
	Human Resource Management – Expense Claims
	
	
	
	

	
	
	
	
	
	

	
	10 Expense claims were reviewed:

4 had not been appropriately ruled off to prevent insertion of further information after authorisation.


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


	Business Support Service Manager
	
	

	
	
	
	
	
	

	# 3.
	Human Resource Management – Holiday Entitlement
	
	
	
	

	
	
	
	
	
	

	
	Annual Leave records for a judgemental sample of 10 Housing employees were examined. 

In two cases more than 5 days annual leave had been carried forward into 2005.  It was stated that this had been verbally requested and agreed by their Line Managers but this was not recorded.
	Carry forwards of over 5 days should only be granted on written request.

Authorisation by the Head of Service should be evidenced.


	Senior Housing Assistant - Finance
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 4
	Tenancy Management – Security of keys
	
	
	
	

	
	
	
	
	
	

	
	For a sample of thirty void properties:

· The keys for one property with a void status of ‘Terminated – Not to be Re-let’ were recorded on Orchard as in the Key Cabinet.  The property was not listed on the cabinet record card and the keys were not located.

· The keys for another property with a void status of ‘Ready to be Let – No Demand’ were recorded on Orchard as in the Key Cabinet.  The property was not listed on the cabinet record card and the keys were not located.

· A further ten single sets were recorded on Orchard as in the cabinet and they were not.
	There should be a regular review and reconciliation of keys held in the cabinet and the information held on Orchard.  Particularly attention should be given to long term voids.


	Senior Housing Officer Administration and Information
	
	

	
	
	
	
	
	

	# 5
	General - Value for Money – DLO Housing Maintenance
	
	
	
	

	
	
	
	
	
	

	
	During the audit it became apparent a significant amount of officer time is spent on the reconciliation between the estimated value of works entered onto Orchard by the Housing Technical Officers and the charging of works carried out by the DLO.  

Year end Work in Progress (WIP) was over £580k. This includes a number of outstanding items dating from as far back as 2000.  As at September 2005 the estimated value of pre 2005 entries outstanding on Orchard was approximately £150k, on Servitor £100k.

To over come the WIP problem, a process was introduced to agree the charges on all completed jobs prior to their transmission from Servitor to Orchard.  This process is carried out between the Housing DLO and Housing Technical Officers and results in agreement of charges prior to the interface.  It was stated that although time consuming, it should significantly reduce the amount of WIP at the year end.  WIP currently stands at over £500k. Accordingly, there appears to be no evidence of significant improvement.

Lists of outstanding tickets are produced from Servitor by the Senior DLO Housing Officer on a monthly basis.  The foremen are required to ensure that outstanding items on the lists are dealt with.  The database with the outstanding items at 31st August 2005 held 146 Jobs that have been raised from 2001 with target completion dates from 2001 to 31 March 2005. 
The external auditors have highlighted that Section 10 of the Local Government Scotland Act 2003 requires the Council to maintain trading accounts for significant trading operations and that they should break even over a three year rolling period.  For the past two years, the Housing Maintenance part of the Building Maintenance Trading Account has had a deficit.

The Schedule of Rates (SOR) is out of date (1997 + RPI) this may be a contributing factor to the trading account deficit as costs have increased above RPI over the same period.  The SOR is currently undergoing a full review.  
	A thorough review of the DLO Housing Maintenance systems / processes is required to ensure that best value is being achieved.  Consideration should be given to the status of the Trading Account and to whether the client / contractor type split is necessary, and

· All previous years outstanding WIP balances should be agreed and dealt with accordingly, and the reasons for the current level of WIP in the system should be investigated.  

· Outstanding Job Ticket lists should be addressed, regularly monitored and action taken at an appropriate level.

· The integrity of the data and the interface between Orchard and Servitor should be thoroughly tested and the reason for the differences (human error, omission, systems related) resolved.

· Tolerance limits should be reintroduced.

· The trading account should be balanced and thereafter activity closely monitored through effective monthly management accounts in order to ensure that a year end deficit does not occur.

· The year end Housing trading position and the effect it has on the Building Maintenance Account should be reported to the Head of Housing.


	Head of Capital Programmes & Housing
	
	

	
	
	
	
	
	

	# 6
	General – Screen Savers
	
	
	
	

	
	
	
	
	
	

	
	From a review of eight desktops used by Housing we found the following:   

Two screen savers had been set to activate over 10 minutes.  Seven had no password protection set.


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

	Business Support Service Manager
	
	

	# 7
	Ladies Drive – Fire Precautions and Risk Assessments
	
	
	
	

	
	
	
	
	
	

	
	1.
Fire inspections are not being carried out in line with procedures.

2.
Fire drills are not being carried out in line with procedures.

3.
Risk Assessments had been created in 1999 and 2002 but there was no evidence of review or revision since that time.
	1.
Perform fire inspections and drills in line with procedures with immediate effect with appropriate records kept.

2.
Review Risk Assessments in line with legislation and evidence as such. This should be done using the Council’s new risk assessment scheme.


	Senior Housing Officer Homelessness
	
	

	
	
	
	
	
	

	# 8
	Ladies Drive – Stock Control & Inventory
	
	
	
	

	
	
	
	
	
	

	
	1.
From a sample of 30 stock items, 14 could not be reconciled to the inventory.

2.
The Ladies Drive inventory was last updated in September 2005 for insurance purposes.  From our review of the stock in the store is seems unlikely that a full physical count of stock was done at this time.


	1. A full stock-take should be done as soon as possible, and the stock inventory amended to reflect all actual stock held at Ladies Drive and within temporary accommodation.

2. The inventory for the Ladies Drive office and service areas should be listed separately from Store stock, as should the values placed on fully furnished properties. 

3. The inventory for the Store should be amended to include columns to show the addition of new stock, stock issues/returns to furnished properties, and disposal of obsolete stock.  It should show an opening and closing stock position as the stock records for food and cleaning supplies do.

4. A physical stock-take of the store items should be done on at least a quarterly basis, with any discrepancies investigated and records appropriately amended.
	Senior Housing Officer Homelessness
	
	

	# 9
	Grant Schemes
	
	
	
	
	

	
	
	
	
	
	

	
	1.
There is no evidence that employers / public liability insurances are checked.

2.
A monitoring and evaluation procedure for the Citizens Advice Bureau is not in place.

3.
From a sample of five Furnished Tenancy Applications we noted the following:

· In three cases the goods were issued prior to the tenant signing the agreement

· In the two other cases no agreement form could be sourced and consequently Community Scotland had not been invoiced for reimbursement

· One form was authorised by a member of Housing staff who has no signing authority
	1. Insurance requirements should be checked and evidenced.

2. An appropriate monitoring and evaluation procedure should be created for the Citizens Advice Bureau.

3. The requirements of the Furnished Tenancy Scheme should be observed with goods not ordered / issued until the requisite agreement is signed and authorised.


	Business Support Service Manager
	
	

	
	
	
	
	
	

	# 10
	Right To Buy 
	
	
	
	

	
	
	
	
	
	

	
	1.
From a sample of 20 properties sold within the audit scope:

· On fifteen occasions the offer to sell was made after two months from application and

· On five occasions the process took longer than nine months

A further test was carried out on 35 properties where the sale was completed in 2005.  Sixteen of these sales took over nine months to process. 

2.
From 19 properties which were sold between January and May 2005, 9 Standard Security / Charge Certificates were not located in the strong room at Legal. Of these, in one instance there was no F4 on file, in another the F4 was on file but not stamped and in one other case there was correspondence confirming that the Purchasers Solicitor was progressing the clients deeds without the Discount Standard Security.  This was dated April 2005 and no further evidence of registration was on file.

It was confirmed by the Paralegal that once the registration documentation has been forwarded to the Purchaser’s Solicitors, there is not a system in place to ensure that the Charge Certificate is timeously registered and returned to Legal.  


	1. Offers to sell must be made within the timescale set by the Scottish Executive, 

2. Settlement dates should be within the recommended nine months, and

3. A flagging system should be introduced to ensure that Charge Certificates are timeously received back from the Register of Scotland. 


	Acting Divisional Manager Legal
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